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Welcome as a Mamut User

The three introductory manuals, "Settings, Reports and Filters", "Complete CRM,
Sales Management and Web Solutions" and "Financials, Logistics and Human
Resources", aim to provide you with a brief introduction to the program. These
manuals can be downloaded free of charge from Mamut's website at
www.mamut.co.uk/download.

The documentation may refer to services and/or functions that are not included
within your solution. If you wish to get more information regarding this, please
contact Mamut. For further information about more comprehensive versions,
please contact us via e-mail: info@mamut.co.uk or on 0800 032 5616.

It is important that you read the Mamut User Agreement before or during
installation. The agreement gives you an overview of the terms and conditions of
the agreement that apply between you as a customer and Mamut Software Ltd. as
supplier. The Mamut User Agreement is enclosed in the product package, but can
also be found on www.mamut.com/uk/license/. By installing, you accept the terms
and conditions that are outlined in the Mamut User Agreement.

The introduction manuals will provide you with a basic description of how the
system is set up, how to navigate through it, and how you can customise it to suit
your own needs. The manuals will also give you an introduction to the main
elements of the program and how to perform the most common tasks.

@ some features are described in more detail within the program's help files [F1].
In addition to the introduction manuals, Mamut also offers additional user
documentation that is continuously updated in accordance with new and improved
functionality in the program. The latest version of the documentation is published
regularly on our website, where you can download it free of charge. Go to the
Download page on our website in order to download the documentation:
www.mamut.co.uk/download. We would also like to remind you about our Support
website www.mamut.co.uk/support, where you will find answers to the most
frequently asked questions about Mamut. It is designed to make it as easy as
possible for you to search for answers to any questions you may have - 24 hours a
day.

Best of luck with Mamut Business Software!
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Contact Management
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Q'The functionality described in this chapter may be either partly or fully available
within your program version. You will find a detailed overview of all of the functionality
included in all Mamut products on our website at www.mamut.com/uk/functionality.

If you are unable to find the answer you are after within this chapter, you can refer to
the More Information chapter where you will find tips on how you can get further help.
If you wish to order or receive more information regarding Mamut products, you can
contact our sales department at sales@mamut.co.uk or by phone on 0207 153 0900.
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Contact Management

Eal S

The Contact Management module is where you maintain all information on your contacts.

Please note that contact management consists of customers, suppliers and, possibly,
partners and private contacts. A contact can be both a customer and a supplier. If this is the
case, select both options in the contact card.

Contacts can be linked to a contact person. Registering contact persons makes it easier for
you to locate the person you wish to contact or refer to in different situations. You can
open the contact person(s) module as an independent registry by clicking View - Contacts -
Contact persons. You can also launch the module by double clicking the contact person
linked to the contact, within the Contact Management module.

Mamut Online Desktop provides you with web based access to the information

and functionality of Mamut Business Software, along with the services included

within Mamut One. The Contact work area allows you to view and edit the

contacts and contact persons already registered within Mamut Business

Software. In addition, you can create new, edit and manage all information related to your

contacts.

¥ Note! In order to gain access to Mamut Online Desktop, you must have a valid

agreement for Mamut One. The services that you have access to within Mamut Online
Desktop are dependent on your Mamut One Service Agreement.

During the registration of a new contact, you select the type of contact it is. This allows you
to register a contact as both a customer and a supplier, without having to register the same
contact twice. To get an overview of purely customers or suppliers, you are able to use the

filter to separate the two, and can for example print a Contact list from the Report module.

When registering a new contact, the only required field is the contact name. The procedure
below describes the standard registration of a new contact. You are also able to find out
about the various fields available for contact management.

Click View - Contacts - Contact Management.

B Click New.
Enter the contact's name in the top field.
Enter the contact's address into the address field.
_Or-
Click on the Address button and enter each part of the contact’s address into the opening
window. If you register more than one address for a contact, e.g. invoice and delivery



addresses, you can select the type of address you wish to use, by clicking the arrow button
next to the relevant field and making your selection.

Enter the contact's Telephone and Fax numbers. Use the arrow buttons if you want to
register more than one number.

Enter the contact's E-mail address.

Select an employee from your company under Our reference. This person will be
responsible for any future follow-ups. In order to have an employee available in this drop-
down list, you must first register all your employees within the Employee Register.

Select any combination of contact types, Customer, Supplier, Partner, or Private that apply
to the contact.

~

You can find out more about how to organise and keep up-to-date with your contacts in the
section 'About organising and managing contacts'.

The contact card is divided into two components. In the top half, you enter basic
information about the contact, and determine which categories the contact will belong to.
This categorisation will help you to distinguish between your contacts, so that it will be
possible to send them customised material at a later point.

The bottom half of the contact card consists of a number of tabs where you can add
relevant information regarding the contact, e.g. data regarding contact persons, activities,
documents, sales and invoicing, accounting, projects, purchases and quotations. Read more
about the tabs in a separate section.

O x|@a-

First Name Suiname

Contact Persons | Activitiss || Documents || Sales and Invicing || Accounting || Projsct || Dther Info.

Salutation

Settings

Telephone Fax Muobile phone

Alan Cole
Eeatrice Klein

E-mail Job Title

020 7836 797 020 7836 81
020 7836 7978 020 7836 8183

Info@Exprezz.com Sales Ma
Info@E xprezz.com Sales Cons

() Contact Management =3 ECE ===
Dw-~wdXx»9 TE |k ¢« 23| A W2 -D-F-3 @R
‘Your Home Ltd .
¥ User-defined fislds =1 Group
[ Addiess | [...] 58 esse Bay 7] Customer 30002 Founded date ~| [Bithday card A
Chelmsford Chiistmas card
Inwaice Essex 7] Supplier o002 Folder
CO1EIE Partner
Telephone | | 0207836 7378 Piivate = s
R 020 7836 8183 & Notes
E-mail Info@Exprezz.com [ Status Customer [
Head offics [] Line of business | Architeet =]
Dur e, John Sith =] Category Customer [ =]




Address: Click the Address button to register the contact's address(es).

Head office: Use the Head office functionality if you would like deliveries and invoicing to
go to different customers.

User-defined fields: You can classify and segment your contacts by using the user-defined
fields.

Group: By entering a value in the Group field, you can define accurate and efficient filters.
Notes: Here you can enter any type of text.
J New: Create a new contact.

L List: Click here to open the contact list. Within the user settings for contact
management you are able to select whether you want the contact list to display
automatically or not when you open the contact module. It is a useful option if you are
looking for various contacts. If you register new contacts you might want to keep it turned
off.

il contact persons List: Displays a list of all contact persons.

}< Delete: You can delete contacts which contain no references to other modules. An
alternative method is to set the contact as Inactive.

A View map: Click this button to view the contact's address on a map. The map opens in
a separate window and an Internet connection is required for it to be viewed.

View travel route: Displays the travel route from your address to the contact's address.
An Internet connection is required for it to be viewed.

& Tip! You can choose the map service provider in the user settings for contact
management. You can choose between Yahoo and Google.

(l The Contact status button supplies an overview of all purchase and sales transactions
that have taken place between the contact and your company. What's more, it also
provides additional key figures. This overview will give you quick access to the contacts
sales history, and can be useful when you are on the phone.

L=t By clicking the Standard Document button in the toolbar, you can access a number of
document templates which can be used to create standard documents for individual
contacts.

A . . . .

:-!.-L By using the Sorting button you can sort your contacts in a number of different ways:
By Contact name, Contact number or Supplier number. Just select the desired sorting
criteria by clicking on the arrow to the right of the sorting button.

ai- 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.



T Click the User settings button in the toolbar and select the Contact card tab. Under
the Other tab you select the check box "Automatically open contact list when opening the
contact card". Click the arrow button in order to access the Company Settings.

= Click Print if you want to print some contact specific reports, for example address
labels. A new window will open where you can choose the report and further define the
desired settings.

TAPI button: When you click the TAPI button the program will automatically call the phone
number in the field belonging to it.
¥ Note! This button will only show if you have the necessary equipment installed. All
drives need to support TAPI 3.0 or higher and the phone needs to be connected to your
computer via a serial port.

@ With Skype you can ring contacts from the contact or contact person card. You can also
receive phone calls. If the contacts are registered with a Skype name and Skype number in
your contact or contact persons register, the contact's card will open in connection with
Skype calls. Calls to/from existing contacts are logged as activities so that you can easily
access historic information for the contact later. Read more about the Skype integration in a
separate section.

Read more about the buttons on the tool bar in the chapter "User Interface" in the
introduction manual "Settings, Reports and Filters".

Contact Management Tabs

Different ways of using tabs and modules

You can select how to use the tabs in Contact Management. There is no right or wrong way
of using them, so find a way that suits you best. Two variations are described below:

Entering new information from the tabs in Contact management:

B The New button in the various tabs can act as a shortcut to the different modules, for
example, If you click New in the Sales and Invoicing tab, the Sales and Invoicing module will
open automatically and the contact information registered on the order will be retrieved
directly from the contact register. This way you create new orders from Contact
Management via the Sales and Invoicing tab.

Entering new information in other modules:

You can also enter information directly into the different modules. If you select this
method, you can enter new orders by selecting View - Sales and Invoicing - Order
registration. This could be preferable if you mainly enter orders and do not work with
specific contacts. In this case you can use the contact register for an overview on activities,
documents and orders linked to each contact. The exception for this method would be the
for the Company contact, Other info and Settings tabs, as these are directly linked with the
contact module and cannot be opened from other modules.



Exceptions for this working method are the Company Contact, Other Info and Settings tabs
because these are directly related to the Contact module and cannot be accessed from
other modules.

Contact Person

Under the Contact Person tab you enter information about people you have been in
contact with or that you know within a specific company. This will make it easier for you to
find the people you want to talk to or refer to in various situations.

Contact Persons | Activities || Documents || Sales and Invoicing || &ccounting || Project || Other Info. | | Settings

J = XA Q-

First Mame Surname Salutation Telephone Fax Mobile phone E-mail Jab Title | A
Alan Cole 020 7836 797 020 7836 81£ 020 7836 7974 Info@Exprezz.com Sales Ma
Beatiice Klein 020 7336 7978 020 7836 8183 0207836 7978 Info®@Exprezz.com [none]

T

The person you select as the Default contact will be shown in bold at the top of the list of
Contact Persons. Any contact persons you select as Inactive will show in grey at the bottom
of the list. Those who are neither default nor inactive will be listed in the order they were
registered.

RRES By clicking New, you can register a new contact, or choose Edit to change or edit an
existing contact.

X By clicking Delete, you are able to delete the selected contact person.

Click this button to update the contact person with the latest information from the contact
person register.

==l You are also able to send an e-mail to the Contact Person by clicking Send E-mail.

Any notes registered on the selected contact person are displayed below the list. Click
the Expand Note Field button in the lower right corner to display the entire text.

& Tip! In the user settings for contact person, you can choose to display the middle name
field.

Read more about contact persons in a separate section.



Activities

Activities linked to the Company contact are registered under the Activity tab. All
information relating to the activity, such as the Company contact, Project, Type,
Responsible person within your company etc is entered here. Registered activities could be
meetings, demonstrations, telephone conversations, e-mails, confirmation of delivery and
price quotations.

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

B . | E| Type Al b Cal (O Completed (&) Incomplete

CompleteStart time End time Subject Pricrity Type Project Resp. Contact Perzor -
] 2008-07-16 14:00 2008-07-1616:30  Praduct Demonstration Medium Demonstratior John Hanzon Alan Adrian G

| 2008-06-01 08:30 2008-06-01 09:30  Contact Negotiation High Meeting John Hanzon Alan Adrian G

] 2008-05-29 10:30 2008-05-2911:00  Company Presentation Medium Tel. out Kei Haolm Alan Adrian T

[

1 =" Click the New button in order to create new activities. Click Edit if you wish to edit
your existing activities.

p By clicking Delete, you are able to delete the selected contact person.
Click this button to update the activity with the latest information from the activity module.

In the Type drop-down menu, you are able to sort which types of activities you want the tab
to show. You can also select whether or not to show All, Completed and Incomplete
activities. If a large number of activities are registered to the contact, you can choose to
display only a certain activity type from the Type drop-down list.

Any notes registered on the selected activity are displayed below the list. Click the
Expand Note Field button in the lower right corner to display the entire text.

You can read more about editing activities in the chapter "Activities and Calendar".



Documents

The Documents tab gives an overview of all documents related to the contact. Documents
can include letters, minutes from a meeting, contracts, faxes etc. All documents that you
create from this tab will also be available from the Document module. Here you can create
new and edit existing documents. By right-clicking a document in the list you can choose
between opening, printing or sending it via e-mail or fax. You can also import documents to

the list.

Contact Persons || Activities | Documents | Sales and Invaicing ” Accounting ” Project ” Other Infa. ” Settings |

DRBREEX | wR S

File name Heading Contact Persan Type Project Created Aathar -
Document000003.do Catalogue 'Winter 11/12 Letter Cantact 08.02.2011
DocumentlN0002.do Catalogue winter 11/12 Cantact 018.02.2011

m

| Click New to create a new document.

@ Note! If you create a merged document and try to delete it while a contact is linked to

the merged document, you will receive a warning saying that the document will be
deleted for all contacts linked to it. This will give you the opportunity to cancel the
action unless you actually want to delete the document for all linked contacts.

;ﬁ.ja'.: With the help of the Link button, you are able to link documents to the contact. When
you have selected a document and clicked OK, a window will be displayed in which you can

enter more detailed information about the document.

(2 o

Note! You cannot unlink the contact from the document by clicking the Delete button.
If you click Delete, a message box will inform you that the document will be deleted
from the system and the computer if it does not contain any other links. If you want to
unlink the document, you must click Edit instead. You must then navigate to the
Contact tab and click Delete in order to delete only the link (and not the entire

document).

= Click the Edit button in order to edit existing documents.

= Open the selected document.

X Here you can Delete the selected document(s). Documents with a link to other areas
will only be unlinked from this location.

'% Click the Import document(s) button to import documents stored on your computer.



2] Click the Refresh button to update the document information.

==l Via Send e-mail you can send documents directly to the contact: Select the check box
next to the document(s) you want to e-mail and click Send e-mail. Your default e-mail
editor for Mamut Business Software will open with the selected document(s) attached.
Note, that you cannot attach merge documents.

Any notes registered on the selected document are displayed below the list. Click the
Expand Note Field button in the lower right corner to display the entire text.

Find out more about documents in a separate section.

Sales and Invoicing

The Sales and Invoicing tab in the contact card is only available for contacts marked as
Customers and is accessed by going to View - Contacts - Contact Management - Sales and
Invoicing. The tab displays an overview of orders and invoices that are registered to the
contact.

Contact Persans || Activities || Documents EAccounting Froject || Other Info. || Settings

RRE ¢ ‘ Eil Status Unprocessed order -

Date Oider no. | Invoice no.  Feference Contact Person Total excl. YAT Cunency Status ~
2008-05-05 121 Ailan Adrian Cole 63250 GBP Unprocesszed order
2008-05-05 122 Alan Adrian Cole 312,00 GBP Unproceszed arder
2008-05-05 123 Beatrice Katherine Klein 344,50 GBP Unprocessed arder
2008-05-05 124 Beatrice Katherne Klein 442,00 GBP Unprocessed arder

¥

= 1tis possible to create a new order by clicking on the New button, or to edit an
order by clicking the Edit button.

The Sales/Invoicing tab displays an overview of orders and invoices that are registered to
the contact.

] You can use the New button as a short cut to the Sales and Invoicing module: By
clicking the New button the Sales and Invoicing module opens automatically with the
contact information which has been registered to the orders. In other words, you can create
new orders directly from the Sales and Invoicing tab within the Contact module.

u

< Note! The Status drop-down list on the Sales and Invoicing tab acts as a filter. The
selections you make here determine what is shown in the tab. If you select Invoice, the
tab will only show invoices that are registered to the Contact Person and not other sales
transactions such as unprocessed orders and credit notes.




Quotation

The Quotation tab in the contact card is available for contacts that are registered as
Customers. It provides an overview of quotations issued to the contact.

Contact Pers| Activities || Documents || 5ales and In “Buotation | Accounting || Purchasze | |Time Sheet || Product Project Otker Info. Settings
RRAEE ‘ Fl Status Quctation v
Date (uotation noR eference Contact Person Total excl. WAT Cunency Status -~
2008-05-05 13 Alan Adrian Cole 430,00 GEP Guatation
2008-05-05 14 Beatrice Kathering Klein 28750 GEP Quatation
2008-05-05 15 Beatrice Katherine Klein 350,00 GRP Quotation

1w You can use the Quotation tab to create regular and repetitive quotes. You can do
this by clicking on the arrow to the right of the New button and choosing from the list
shown.

= By clicking on Edit you will be directed to the Quotation register where you are able to
edit the information that is connected to the quotation.

2] Here you are able to update information about a quotation that has been registered
within both the quotation tab and the quotation register.

4 Note! The Status drop-down list in the Quotation tab acts as a filter. The choices you

make here determine what is shown in the tab. If, for example, you select Quotation
repeating, the tab will only show group quotations and no other categories.

Read more about the Quotation module in a separate section.

Accounting

The Accounting tab shows all account entries against the contact person within the
Financials. If the contact is a customer, all receivables will show. If the contact is a supplier
all liabilities are shown. If the contact is both customer and supplier, you can select which of
the lists you want to be shown.

The tab can be used as a sort of 'mini ledger' where you are given an overview of all ledger
items as well as the amounts for Total, Current and Overdue. You can register payments
and credit notes and you can match open items against closed ones. You can also enter new
invoices from the tab. Note that all actions under this tab are registered directly into the
Nominal Ledger.



Contact Pers| Activities || Documents ||Sales and In | Quotation A i| Purchase ||Time Shest|| Product Project Other Infa. Settings
8 RRE) X | = j] E'l =ﬁ) () Customer ) Supplier Allyears » || Open Al v
Invaice na. Entry Ma. Date Due date Payment date Amount Balance A
57 5136 2006-08-04  2006-08-14 14 682,40 14 682,40
bl 5150 20061019 2006-10-23 1504193 1504193
v
B b3
Taotal Current Overdue
2972433 0.00 2972433

4 Here you are able to register receipts and payments for open items in the customer
and supplier ledger. Read more about receipts and payments in the chapter "Accounting" in
the book "Financials, Logistics and Human Resources".

& Tip! It is also possible to register receipts and payments in the journal register.
p p g p pay J g

J By clicking on the New button you are able to register sales invoices (for the customer)
or purchase invoices (for the supplier) in the journal register. You can also choose to do so
in the journal register window, which you can read more about in the chapter "Accounting"
in the book "Financials, Logistics and Human Resources".

=1 Click on the Edit button if you wish to edit the customer or supplier ledger. This can also
be done in either the Customers Ledger or the Suppliers Ledger, which can be found under
the Accounting focus area.

X By clicking here you are able to invoice a credit note, which is then sent to Financials.
Read more about Financials in the chapter "Accounting" in the book "Financials, Logistics

and Human Resources". L Here you are able to open the marked invoice, and eventually
edit the invoice information. Read more about Order/Invoice in the chapter "Sales Follow-

up".

If the contact that you have opened is a supplier, you are able to click on this button in
order to go to the purchase register and view the information that is connected to the
marked invoice.

If you click on this button you will be taken to Financials where the marked journal is
stored. Read more about Financials in the chapter "Accounting" in the book "Financials,
Logistics and Human Resources".

Shows scanned journals.

With the Match/link items function, you are able to connect or close multiple open items
against each other. In order to do so the particular items must be registered for the same
customer or supplier. You can close items (Match) if the total of the item is equal to zero. If
the total of the item is not equal to zero, they will be connected (Linked) and can be closed
at a later point.



The drop-down list to the right of the icons can be used to filter and select the information
that you want to be displayed. You are able to select which year you wish to display the
information for, whether you wish to display open or closed items or both, and finally you
are also able to select if you would like to display information about the contact that is
connected to Invoice, Bank/Petty ash, Credit Note or Invoice/Credit note.

& Tip! For an overview of all outstanding amounts, we recommend that you use the
customer and supplier ledgers, in which all customers and suppliers are incorporated
within the same list. You can also generate payment reminders, debt collection claims
and interest calculations from this module.

Purchase

The Purchase tab is active for contacts that are suppliers and will help you see what
purchases have been made by the supplier. It provides an overview of purchases registered
to the contact. You can see the Purc. no, Your ref., Total excl. VAT., Currency, Status, Date
of delivery, Order date and Our reference. You can also filter purchases in the various
status settings.

Cortact Pers| Activities || Documents ||Sales and In| Cuotation || Accounting i|Time Sheet || Product Froject Qther Info. Settings
OB | 2 Status Al v
Purc. ho our ref Total excl VAT [Curency  Status Date of delivery Order date Our reference ~
80010 Alan Adrian Cole 914700 GBP Unprocessed John Cheslik
80011 Alan Adrian Cole 5 050,00 GBP Unprocessed John Cheslik
80012 Beatice Katherine Kleir 1 600,00 GEP Unprocessed John Cheslik.

In this tab, you can easily keep track of all purchases made from this supplier. You can also
create new purchases using the New tab. The Purchase module will automatically open
with the contacts details from the contact card.

Click the icon to update the purchase information with information from the purchase
module.

= You can also edit an existing purchase order by marking it, and clicking the Edit button.
The selected purchase order will open and you can make the necessary changes.

i

< Note! The Status drop-down list acts as a filter, allowing you to decide what will be
shown on the screen. If you select Received, only the orders with this status will be
shown.

Read more about purchases in the chapter "Purchasing" in the introduction manual
"Financials, Logistics and Human Resources".



Time Sheet Input

Time sheet input is available for contacts that are marked as customers. Here you will be
given an overview of the contact's time sheet lines.

While it is possible to edit time sheet lines via the tab, new time sheet lines must be created
within the Time sheet input module.

i

« Note! The Status drop-down list acts as a filter. The choices you make here determine
what is shown in the tab.

Product

The Product tab in the contact card is available for contacts that are registered as suppliers
and provides an overview of the products that are available from this supplier. You can
easily check price and availability in your own stock and add, edit or remove products. You
can see your own name and product number, the supplier’s product number and name,

purchase price, currency and availability in own stock in the corresponding columns. You
can also filter by product groups.

Contact Pers | Activities || Documents | [Sales and In| Quotation || Accounting || Purchase TimeSheetli::

Project Other Infa. Settings

= = X | e Froduct group Al w

Product No. Product Mame Supplier's ProducS upplier product namPurchase price excl. MéCurency  Available -~
100015 Chair, MELEOURNE 26525000 125,80 GBFP 24

100017 Reception Desk, Extended 020022000 1 600,00 GBP 1

100013 Table, COMPASS 7830000 100.00 GBP 100

100023 Book Casze, PEGASUS-40 012350000 163.00 GEP 25

1000320 Book Casze, PEGASUS-E0 1230000 242,00 GBP T4

W

= New: Opens the product list so that you can link a product to the supplier. When you
have chosen a product by clicking OK, a window is shown in which you can add more

detailed information about the product, such as the supplier's product number and
purchase price.

= Edit: The detailed product information window also opens if you click Edit after
selecting a product from the list.

X Delete: Click Delete to remove the link from the supplier to the chosen product. Note
that this does not delete the product itself from the product register.

1% Goto product card: This will open the product card from the product register.

Product group: You can select to view a particular product group or all product groups at

the same time. The drop-down list is a filter that makes it easier for you to find the product
you are searching for.



Project

The Project tab displays all projects that the contact is participating in. For example, if you
wanted to send out an information letter in connection with a project, you can create a
merged document and filter all the contacts connected to the relevant project.

Contact Pery| Activities || Documents | |Sales and In| Quaotation || Accounting || Purchase | Time Sheet || Product

Other Info. Seftings

B B X Diefault project | Summer campaign og Auw. %
Project Na. Mame Status Diescription Start time End time Cortact Pe #
7 Summer campaign og Avant - Complet Planning Sale on Avant Complete Solutic 2006-05-25 2006-08-31
8 Introduction offer on TH? Office machine Completed  Sale on THT - Office machine 2006-08-02 2006-11-01 Alan Adria
8 Introduction offer on TH? Office machine Completed  Sale on THT - Office machine 2006-08-02 2006-11-01 Beatrice K
E Thames Square Ofice Execution  Fumish second and third floor with ofl 2006-06-03 - - Alan Adia
E Thames Square Ofice Execution  Fumnish second and third floor with ofl 2006-06-03 Beatrice K

== With the help of the button Link you are able to link a project and/or multiple contact
persons to a project.

= By clicking on the button Edit, you will be directed to the Project Register where you are
able to edit the information regarding the project.

X Here you are able to delete the contacts link to the project. Note that you are only
deleting the contacts link to the project, not the actual project.

g Note! From the Project tab you only have access to active projects. Initially, a project is

always active but you can mark it as inactive in the Inactive drop-down list on the
project card.

& Tip! If a contact is linked to several projects, you can select a default project from the
Default Project drop-down list in the Project tab. The project will be suggested for all
activities and documents registered to the contact.

Read more about Project in a separate section.



Other Info

In the Other info tab you can enter useful information about the contact. The tab gives you
a quick overview and makes it easier for you to find relevant information when
communicating with or managing your contacts.

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

Department Departrent] ~ W E]
Our ref.1 [nane] ~ Languags English [UK] hd
Our 1ef.2 [none] = Type af contact Orgariization A
Our 1ef.3 [nane] R Company reg. no. 0123456789

O ref 4 [none) v WAT no. 9876543210

Inactive No v Bark Account 001112255 v
Mo dispatches O E-mail recipients Contact email address v
Created

Last Modified

Department: Specify which department in your organisation is responsible for managing
the contact.

Our ref.: Assign one of your employees as responsible for managing and communicating
with the contact. You can specify four references in descending priority.

Inactive: 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 want to deactivate the
contact persons as well. So you are able to select to keep the company contacts as active
even though you no longer have anything to do with the contact.

If you want the contact to remain active, select No from the Inactive drop-down list.

No dispatches: If the contact does not wish 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.

@ WWW: 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.

Language: Select which language should be used when communicating with the contact.
Type of contact: Specify whether the contact is an Organisation or a Private Individual.
Company reg. no.: Enter the contact's company registration number in this field.

VAT no.: Enter the contact's company VAT number in this field. This is of particular
importance for international customers: If this field is empty, a warning will be presented
when using VAT codes for intra community supply of products/services on orders or offers.

Bank Account: The drop-down list contains the contact's bank accounts, if you have already
registered this information. You can add new bank account by clicking New to the right of
the drop-down list, or edit an existing bank account by clicking Edit.



i

¢ Note! When adding a bank account to an already existing supplier, the bank account
will not be linked to any existing purchase orders registered on that supplier. You must
edit the purchase, for instance when running the remittance wizard, and select the bank
account manually.

E-mail recipients: Choose how you want to select e-mail recipients when communicating
business documents via e-mail. This setting will override the settings defined in the
company settings for contact management.

& Tip! At the bottom of the page you can see when the contact was registered, as well as
when and by whom it was modified last.

Settings

The Settings tab allows you to define the settings for Customer, Supplier, Accounts ledger
and your Website account. The tab can be accessed by clicking View - Contacts - Contact
Management. You are able to tailor each contact. The information you enter here is
important, as it is transferred to the Sales and Invoicing module when you create a new
order for a contact.

Contact Pers | Activities || Documents || Sales and In| Quotation || Accounting || Purchase | Time Sheet || Product Praoject Qther Info. Settings
Payment termns = Credit Charging
Sn Met 10 days v ”’ﬂ WNa eredit charging R Customer & Supplier
Payrment terms
Met 10 days v Supplier... E

i

¢ Note! What settings are available depends on whether or not the contact is a customer
or supplier.




Customer

Click the Customer button to specify the settings for contacts who have customer status.

O Settings for Your Home Itd @
Customer | Supplier ” Customer & Supplier Ledger |

Payment terms Net 10 days lz‘ Auto generate status file ‘res lz‘
Deliverny terms Recipient payz freight charlz‘

Dielivery methads t ail package lz‘

AT Dammestic |z| Surcharge Mo |z|
Rounding Crowen to whaole unit [00) Iz‘ Fesponze type Contact by telephone Iz‘
Print redium far Sales & Invoicing Printer lz‘ Head office lz‘
Order discount in % 0,00

Currency GEP Iz‘

Batch lnvoice No lz‘

& [ o ]

Payment terms: Select which payment terms should apply to the customer.
Delivery terms: Select which delivery terms should apply to the customer.
Delivery methods: Select which delivery methods should apply to the customer.
VAT: Select which form of VAT applies to the customer.

Rounding: Select in which way you want amounts to be rounded.

@ Tip! The above-mentioned settings will be used as default values when you create an
order for the customer.

Print medium for Sales and Invoicing: Select how the customer will receive Sales
orders/Invoices from the drop-down list. This setting is relevant if you have selected
Transfer from the contact from the drop-down list Print medium for Sales & Invoicing in
the user settings for reports. If you want to e-mail the Sales order/Invoice you need to use
Microsoft Outlook® and to have a registered e-mail account for the customer.

Order discount in %: To give the contact a flat discount on all orders, enter the percentage
in the field Order discount in %. The percentage you enter here will then automatically be
deducted from the price of an order. Read more about discounts in the chapter "Sales
Follow-up".

Currency: Decide in which currency you would like to invoice the customer. The currency
choice you make here is the currency chosen for your Company database. The currency will
automatically be used on orders you create in the Sales and Invoicing module. Note that
you can override the contact’s currency on orders in the Sales and Invoicing module.

Batch Invoice: If you select Yes in the Batch Invoice drop-down list, when you create a new
order in the Sales and Invoicing module, the order's status will be set to Unprocessed batch
order. If you select No in the Batch order drop-down list when you create a new order in



the Sales and Invoicing module, the order's status will simply be set to Unprocessed order.
Note that you can override these settings on individual orders.

Auto generate status file: It is recommended that you select Yes in this drop-down list.
Surcharge: Select whether or not the customer should pay a Surcharge.

Response type: Select the response type that applies to the customer; choose from the
drop-down list.

Head office: If several of your contacts are part of the same chain, you may want to invoice
head office for all sales. If the contact constitutes one such Head office, select Yes from the
drop-down list. Other customers can then be set up with the Head office.

Supplier

If the contact is marked as supplier, the Supplier button will be active. Here, you can state
the terms for any purchases you make from the supplier.

O Settings for Your Home ftd @
Customer | Supplier | Customer & Supplier Ledger |
Payment tems Met 10 daps lz‘ Agreed discount % n.on
Delivery terms Fecipient pays freight charlz‘ Raounding Drovan to whale unit [.00) lz‘
Delivery methods I ail package Iz‘ Supplier rating 1 - i, Iz‘
Currency in purchases GEP lz‘ Our customer no. 100
WAT Registered lz‘ Double entry NAC journal entry 0005 Sales lz‘
| oK | | Lancel |

Payment terms: Select which payment terms should be applied.

Delivery terms: Select which delivery terms should be applied.

Delivery methods: Select which delivery methods should be applied.

Currency in purchases: Select which currency should be used when registering a purchase.
VAT: Select which form of VAT should be applied.

Y Note! Each new purchase from this supplier will be registered under these terms. You

can however override the information for each new purchase.

Agreed discount %: If you have a fixed discount with the supplier, enter the amount in this
field. The discount you enter will be automatically deducted from the purchase total when
you register a new purchase.

Rounding: Select in which way you want amounts rounded.



Supplier rating: If you have two suppliers for the same product, you will naturally wish to
order from the supplier who gives you the best terms; therefore, a field is set up for
supplier rating. Here you can select from the highest A grade, 1 AAA to the lowest, 5C. The
evaluation is available in the Purchase module in those cases where you have several
suppliers to choose from. Note that you can change the values shown by right-clicking in
the drop-down list and selecting Change in properties register.

Our customer no.: Enter your own customer number in the field as an easy reference for
the supplier.

Double entry N/C journal entry: From this drop-down list you can select the account to use
when registering a purchase invoice from the supplier from the chart of accounts.

Customer & Supplier Ledger

In the Customer & Supplier Ledger settings you can specify customer and supplier credit
details; you also enter if the customer or supplier should be sent payment reminders.

O Settings far Smith Janes @
Customer || Supplier r
Customer Supplier
Customer credit Qoo Supplier's credit 0.00
Aceount on hold Account on hold
Reminder Payrment reminder Iz‘ Remitance Mot to be remitted Iz‘
Group for late charges Default Iz‘ To be paid by cheque
Credit Charging Na eredit charging lz‘
Customer ledger account 1100 Debtors Contral ACCCE Supplier ledger account 2100 Creditors Cortrol ACCE
Stack deliv'd, nat inw. [nane] |z| Stock received, no invoice 0010 Freehald Property |z|

Factoring customer no.

| gk | | LCancel |

Customer credit and Supplier's credit: Use these drop-down lists to limit your customer and
supplier credit. You will be notified that the credit limit has been exceeded if you attempt to
register/invoice an order/delivery.

Account on hold: You can select whether a customer's or supplier's account should be put
on hold by selecting this check box. Accounts on hold will show a symbol for credit block in
their contact card and in the Customer & Supplier Ledger's List of Suppliers and Customer
list. You will receive a notification letting you know the account is on hold when trying to
register orders or make purchases.

Reminder: Select Payment reminder if you want to send payment reminders to the
customer. Select Factoring from the drop-down list if the customers' accounts receivables
should be sent to a factoring company.

Group for late charges: Select to which group for late charges the customer belongs.

Credit Charges: Choose whether or not to credit charge the customer.



Remittance: Select the default payment for purchases from this supplier. If you choose To
be remitted the default payment is remittance and bank files for remittance will contain the
items of this supplier if all settings are used correctly. Read more about remittance in the
introduction manual "Financials, Logistics and Human Resources", chapter "Accounting".

To be paid by cheque: Select the check box if the amount will be paid by cheque.

Customer ledger account and Supplier ledger account: Customer payments are usually
credited to account 1100 the Debtors control account, and supplier payments to account
2100 the Creditors control account. You can override these if other accounts apply.

Stock delivered, not invoiced: Select which account should be used for stock that has not
been invoiced.

Factoring customer no.: In this field you can enter the customer's factoring number.

& Tip! You can change default settings by right-clicking on several of the drop-down lists
and selecting Change in properties register.

Website account

Click this button in order to define the contact's access to password-protected websites.
Users will generally already have been approved via the process Get website data;
however, you can change any approval or rejection here. Read more about this in a
separate section.

Company Settings

Click this button in order to open the company settings.
Website Account

¥ Note! The functionality is only accessible if you have a licence for the additional product

Mamut Enterprise PartnerWeb.

In help (F1), you can find more information about the contact settings for e-commerce.



“T' 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.

() User Settings far Cantact Management =
Default Setup | Contactregister | Tab | Contact List |
Selsct which default values re to be dsfined for new contacts. You can also define other
automalic features for the module.
Default value
7] Customer Ourref. John smith B
Supplier Status [none) [=]
Partriar Line of business [nans) [=]
Fiivate Category [none) [=]
Other
Automatically open contact list when opening contact card
7] Enter information about the user and the time when the nale is enlered
Show detailed window automatically when reqisteting addrssses
with new invoice addiess Automaticaly copy invoice addiess to emply addres| = |
‘when changing invaice address Automaticaly copy invoice addiess to emply addres| = |
View map
Chonse defaul map vendor Micrasaft [=]

0k ][ Cancel | [ Help

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:

= |nactive 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 the totals in the Quotation, Sales and Invoicing and
Purchase tabs shall be displayed including VAT.

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.




.
~ " In the 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.

“T' ¥ Click the arrow button next to the User Settings button on the toolbar in order to
access the company settings for contact management. You can also go to View - Settings -
Company - Settings per Module - Contact Management.

O Company Settings for Cantact Management @

Settings
Define settings for Contact Management modules. Click. ‘advanced' for further settings

Activities/Dur ref_

Only our 1ef. can classify V| 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
Categony Category Uzer-defined fields User-defined fields

Default values new contacts

Delivery terms Recipient pays fraig|z| Language English |z|
i Print mediurn for 5 ales & H
Delivery methods | Mail package |z| st Prirter |z|
Payment terms Met 10 daps |z| Reminder Payrment reminder |z|
Rounding [nane] |z| Group for late charges Default |z|
Batch Invaice Mo |z| Credit Charging Ma credit charging |z|
E-mail recipients Contact email addr-|z| Advanced
I [n]4 i | LCancel | | Help |

Activities/Our references

Mark the Only our ref. can classify contact as inactive check box 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 check box, 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.

Advanced

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

() Contact Management @

Advanced
it

group activities, and group quatations in contact

If you turn off this function, the tabs for activity, document and zale will
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

Custamer status file

Statuz File Settings |

ak

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.



The most basic classification of contacts is pre-defined by the program and can be made via
the tick-boxes for customer, supplier, partner and private in the contact card. If a contact is
both a customer and a supplier, you simply tick both the boxes. This allows you to edit the
contact information that applies to the contact, both as a supplier and a customer.

= With the help of Groups you can classify your contacts so that they become easier to
filter later on. You can use any group you like to categorise your contacts even more
thoroughly in order to be able to filter them when you want to send tailor-made
information to a specific section of your customers. You can choose contacts from certain
groups through the Filter function, which you can find in the toolbar at the top of the
contact card and in the Report module.

Status, Line of business and Category separate the contacts for reports, searches and filter
settings. They are all part of the properties register, which means you add new options by
right-clicking into the drop-down list and then selecting to Change in properties register.

EJ 5] In the contact card you can link contacts to a head office by clicking on the Search
button next to the Head office field. To be able to connect a contact to a head office, the
contact that is the head office will need to be marked as such. Using the head office
function can be of use if you are looking to deliver goods to one contact but invoice
another.

] Through User-defined fields you are able to classify your contacts according to your
own criteria; by dividing contacts into groups you have self defined groups. To create a new
group in the drop-down list, go to Settings - Company - Properties register and then select
User-defined fields.

Contact register management

Many users find new ways of dividing their contacts after having worked with the contact
register for a while already or when new needs arise. The wizard to change the values for a
selection of contacts (see below) is the ideal tool for updating and maintaining the contact
register, and it allows you to change values for a selection of contacts simultaneously. For
example, you can add or remove group fields and user-defined fields, change common
values (such as 'Our ref.' or 'Line of business') or change the settings for customers and
suppliers such as payment terms, delivery terms, currency and language.

By using the contact selection wizard, you can define and save fixed filters for contacts.
These can be used at a later time if you, for instance, want to create activities or documents
related to the contacts or send e-mails. The selection wizard can help you save a lot of time.
Learn more about the contact selection wizard in the introduction manual "Settings,
Reports and Filters".



Microsoft® Outlook® Integration

With the help of the Outlook integration you can keep your contact register up-to-date in
Outlook as well as within the program. You can link the contact's e-mail addresses in
Outlook to contacts and contact persons in the program and you can ensure that the
contacts you create will be synchronised both 'ways'.

Inactive

You cannot delete a contact that is in use in another part of the program. If you do not want
a contact to be available anymore, you can set that contact to the inactive status. To do so,
select Yes in the Inactive drop-down list under the Other info tab.

No dispatches

Some contacts do not wish to receive bulk mail, such as information about special offers, by
e-mail. Under the Other info tab you can tick the No dispatches box. Using the advanced
selection when creating bulk mail, you have the possibility to exclude these contacts.

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 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.




The Contact Filter Wizard

You can use the wizard to change values for a selection of contacts simultaneously, such as
removing or adding group fields or user-defined fields, change common parameters such as
Our reference or Line of business, or change settings such as payment terms, delivery
terms, currency or language.

The wizard may save you a lot of time while managing your contact register, as you do not
have to enter each contact card to make the changes.

You can also create and save fixed queries you are running regularly. The last step of the
wizard also lets you chose between four routines for the use of the filter, the creation of
documents, the sending of e-mails and more.

Start the wizard from the menu View - Contact - Change values for a selection of contacts.

& Tip! In help (F1), you can find more information about the wizard for changing values for
a selection of contacts.

User-defined Fields

The User-defined field allows you to classify your contacts according to your own needs,
and you can also group your contacts after your own wishes.

For a software company, for example, a possible user-defined field might be 'Licence expiry
date'. The value in this case would be the date when the licence expires.

i Click on the icon directly to the left of User-defined fields
_Or-
== Click the Search button at the bottom right of the field.

Select the Field type from the drop-down list and enter its Value in the text box below. The
field type could be, for example, 'District' with the value 'north’, or 'Number of employees'
with the value '15'.

Click OK.
bl

Groups

Groups allow you to classify your contacts in order to filter out particular groups. You can
select any number of available groups to better categorise your contacts in order to filter
them out, and send them customised material. You can select contacts placed in a
particular group with the Sort function in the toolbar of the Contact card and in the Reports
module.
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= Click the icon next to Group to make the contact part of a group.
_or_
== Click the Search button at the bottom-right of the field.

An overview of all the Available groups is on the left side of the window Group. Click the
desired group, and transfer it to the field Selected with the single arrow button in the
middle of the two fields.

o

¥ Note! New groups are created in the Properties register, which you can access by going

to View - Settings - Company - Properties register.

Head Office/Branch Office

Within Contact management you can link a contact to a Head office by clicking the search
button next to it. The contact needs to be marked as Head office. This might be useful if
you would like deliveries and invoicing to go to different customers.

Select View - Contact - Contact management.

Find the customer you wish to register as Head Office.
Choose the Settings tab.

Choose Customer.

Choose Yes in the Head Office drop-down list.
~

Select View - Contact - Contact management.

Find the customer you wish to register as Head Office.

Click and mark the Head office you wish to attach the customer to from the list.
Click OK.

Answer Yes if you want the head office’s terms of payment, delivery methods and order
discounts to be available for this contact.
Answer No if you want the regional office to have its own terms.

~



. All customers defined as Head office or Branch office will have an icon like this in the
contact card. By clicking on this icon, a list of the Branch offices attached to the Head office
will appear. In Main/branch office you can mark a head or branch office and click the Go to
button to be taken directly to that company's contact card.

Settings for Branch Office

By going to the Settings tab and clicking on the Customer button, you can decide if the
Branch office is to be invoiced to the Branch offices' invoice address or to the Head offices'
invoicing address. Invoices will be sent to the contact or the Head office depending on who
you have chosen to be invoiced. It is possible to override the invoicing address manually
when creating a sales order, however, note that the Ledger entries will still be posted
towards Head office if this is what you selected in previous settings.

Deliveries can be set to the contact's delivery address or the head office delivery address.

v Note! Only mark the Head office contact as Head office, not the contact for the Branch

office attached to the Head office.

In the module for Contact Person you are able to register information regarding the contact
persons whom you are in contact with at the customer/supplier. It will be easier for you to
find the right person to talk to when they are registered.

OConlactPerson EI@
D@ Wd X9 | LV T |l « 9 ol ABD| DL~ FI @

John Aldridge

[&5 Service Supplier Ltd B Userdefined fields = Group
Address | [..)| ¥embley Nalianal [} & | Bithday card -

Stadium
Invaice Wembley
London

Telephone |ZI 020 7836 8183

Fax |Z| 020 7836 8183 Initialz & Notes
. : ] 05/08/2008 10:49 admin
Mabile phane |Z| 077123456783 Job Title Project Cﬂnsu‘tB John has been the project consultant on several of our large
- = B installations and has managed ta get the job done under budget
E-maill |Z| Infal®E xprezz. com IJ Salutation IZ| r each fime)
Departrment Accounting lz‘ Title tr lz‘
Activities | Documnents ” ” ” Purchase ” Project ” Other Info. |
a B X | & Type | Al |z| Al Completed @ Incomplete
CompleteStart time End tirme Subject Friarity Type Project Resp. -

05.08.2000 11:05 05.08.201011:35 Installation of furmiture at Mar [none] Meeting Manga Interne

m

05/08/2008 11:08 admin
John from Service Supplier Ltd will meet with the customer and begin the sub contracted installation work.




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.

=T User Settings:

John Paul Stevens
[55 The Opal Hotel B Userdefined fields = Group

¥ 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.

5‘:‘:. 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.

a|- 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.

A 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.




= Click Print if you want to print some contact person specific reports, for example
address labels. A new window will open where you can choose the report and further
define the desired settings.

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 Person

e By clicking the User settings icon in the toolbar you can adapt the screen to your needs.
You can also choose View - Settings - User - Settings per Module and Contact Person to
open this setting. The screen contains the tabs Default Setup, Contact Persons and Tab.

Default setup

You can select between three predefined settings:

Simple: Simplifies the screen as much as possible and shows only a few fields.

Normal: Shows the most common fields and makes standard default settings available.
Advanced: Shows all available fields and more functionality.

If you want to customise the screen you can do this under the Tab tab.

Contact Persons

Default value: This is where you decide what default values to apply for new contacts.

() User Settings for Contact Persons @
Default Setup | Contact Persons | Tab

Select the default values ta be set far new contact persons. You can alsa specify other default settings far
the module.

Default value
| Transter addresees from contact
‘when contact address is changed Mever change addiesses lz‘
| Tranzster user-defined fields from the contact
‘when user-defined fields are changed for the contact | Never change user-defined fislds lz‘

V| Tranzter group fields from contact
‘Wwhen group fields are changed for the contact Mever change group fields Iz‘
/| Our ref.
Other
Wigw column for middle names
/| Automatically open Contact Person List on opening the Contact Person Card
/| Enter information about the user and the time when the note is entered

With new invoice address Automatically copy invoice addiess ta emply address types

‘When changing invoice address Automatically copy invoice addiess ta emply address types
View map

Chanse defaul map vendor Micrazaft E

DK | | Lancel || Help




You can select whether you want the Contact Person to copy addresses from the contact as
well as decide how a change of address will influence the Contact Person.

You can also choose whether you want to copy user defined field and groups from the
contact. You can decide how changes in these fields are to influence the Contact person.

In addition you can mark whether or not you want Our ref. to copy automatically from the
main contact.

Other: In other settings for this module you can select whether or not to show fields for
Middle name, whether to automatically open the Contact register when opening the
Contact card and adding information about the user when entering a note.

View map: Select which supplier you want to use for the map features View map and View
travel route on the contact person card. You can find an equivalent setting in the user
settings for contacts.

Tab

This is where you can select which tabs you want to show in the Contact Person screen. You
do this by selecting the check boxes next to tabs you want to include. We recommend that
you deselect the ones you don't use for a better screen overview.

Under Other you can select whether the totals in the Quotation, Sales and Invoicing and
Purchase tabs shall be displayed including VAT.



E-Mail

The program contains functionality for sending e-mails to your contacts. For example, you
can send a quotation, an order/invoice or a payment reminder to a contact via e-mail.
Reports you compile in the program can also be sent via e-mail. By using the program
functions to create and save e-mails to and if required, from your contacts you will be able
to reap the full benefits of the customer care functionality in the program. E-mails are
linked to contacts and you can easily find your communications with them again later.

) Edit actvities [F=3 HoR Fx3)

DX 9|k « 5 9| @ 0ES TG @ R

Subject Cortract cal

Start lirme FO7200  [+] 1000 [+] Tope Cortract completed]« |

End time 27072010 lz‘ 10:30 lz‘ Status Mot started lz‘

Alarm 15 minuteE Resp. Jobin smith lz‘
i 8=l Emily Jores

Contacts!

Employees!

Resources

Project [hone) Iz‘ Shaow time as | Busy Iz‘

Friarity Medium Iz‘ Frivate [ ] Iz‘

Mates | Product ” Quatation ” Sales and Invaicing ” Dacuments ” Mise. |

27.07.2010 10:16 John Smith

Call after 10am.

Read the separate section below for more information on how to get started using e-mail.

i

< System administrator: The e-mail settings are made at the individual user level.

The program sends e-mails from Outlook

You need to have Microsoft Outlook/Outlook Express installed to be able to send e-mails
directly from the program. You can choose whether you want to use Mamut as the e-mail
editor for creating and editing outgoing e-mail or whether you would prefer to use Outlook
for this whenever possible.

Y Note! If you are planning on using the Outlook integration for more than just sending e-
mails you cannot use Outlook Express. Find out more about Outlook integration below.




Create e-mails 'where you are'

The E-mail functionality is integrated with the majority of the system. For example, you can
send a quotation, order confirmation or an invoice by e-mail directly from within the
system. Or you can create a new e-mail directly from e.g. the Contact card, Project register
or Employee register. You can also choose to print a report to e-mail, as well as send other
documents.

Printing reports to e-mail (.pdf attachments)

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 attach it to an e-mail
to the recipient. Most recipients will be able to read .pdf attachments and it is generally
regarded to be a safe file type.

Find out more about this in a separate section below.

Outlook integration
You can also choose to integrate the system with Outlook.

Outlook integration can be applied whether you use Outlook's e-mail editor for editing

outgoing e-mails or the program's own. Among other things, the integration offers you the

possibility to link incoming and outgoing e-mails to your contacts - automatically or

manually. You can synchronise e-mails and the calendar and task list as well as being able to

create new contacts directly from Outlook.

@ Note! To be able to activate this integration you need to have Microsoft Outlook

installed on your computer. The integration is compatible with Outlook 2003 with SP1
and Outlook 2007. (It is not compatible with Outlook Express.)

The settings for Outlook integration are located under View - Settings - User. Select the
Settings per Module tab and click on the Outlook icon.

Find out more about Outlook integration in a separate section below.

Group e-mail

You can use the wizard for selecting a group of contacts to send them a group e-mail. In the
wizard you can set up and store fixed selections, which you can use later on. You can base
your selection on a number of criteria so that you have access to perfectly matched
contacts any time.

E-mail templates

With the help of the program's own e-mail editor, you are able to create e-mail templates.
With these e-mail templates you can pre-enter components of the text and format it
immediately instead of having to do so every time you send similar e-mails to your contacts.
You can create as many templates as you require. Even if you have set the system to use
Outlook as your e-mail editor in the user settings for Outlook, those registers that may
benefit from the use of e-mail templates will still use the program's own e-mail editor.



Register your e-mail address: First, you need to register an e-mail address in your user
profile. You do so by going to View - Settings - User. Enter your e-mail address in the E-mail
field.

You can import your e-mail address from Outlook by clicking on the search button.

System administrator: If you are the system administrator, you can register e-mail
addresses for all users. You do so by going to View - Settings - Security - User
administration.

Select your e-mail editor: You need to decide which e-mail editor you want to use for
creating and editing e-mails from within the program. If you use Outlook as your e-mail
editor Outlook will open when you want to write a new or edit an existing e-mail.

Note! The settings only apply to e-mail from the Contact/Contact person, Employee and
Activity register. E-mails that are created from the Product module use functions in the
program's own e-mail editor and so will use this one regardless. E-mails created directly
from reports will always use Outlook as their e-mail editor.

You choose your e-mail editor under View - Settings - User - Settings per User - Outlook
from the drop-down list up top.

Decide whether you want to use Outlook integration or not: If you are not going to make
use of the integration with Outlook you are now ready to start sending e-mails from the
program.

If you are going to use Outlook integration you select this option under View - Settings -
User - Settings per Module - Outlook. With the integration activated, you can specify
details for how the integration should work. Find out more about the user settings for
Outlook below.

Now re-start Outlook. If you are using the integration you will see a menu bar for the
program in Outlook.
~

Outlook

221 If you have selected to use Outlook integration, all New elements in Outlook will
automatically be synchronised with your Mamut system. Incoming e-mails, sent elements
and elements in the calendar and the task lists that were received/registered before you
activated the integration, will not be synchronised automatically. You can transfer these
manually by marking an element in Outlook and clicking on Transfer.



The program has its own e-mail editor for creating and editing outgoing e-mails, and is the
default choice for writing e-mails.

¥ Note! You can change the e-mail editor to the one in Outlook through the User Settings

for Outlook.

== For example, you can send e-mails directly from the contact card by clicking on Send e-
mail. Alternatively, you can select View- E-mail - Contact to open the e-mail editor and then
select which contact person the e-mail should be sent to. If you select to send the e-mail
directly from the contact card, the e-mail address will be entered automatically.

Click on the To.. button and select a recipient for the E-mail. You do this by selecting the
contact to the left in the displayed window. You can then select one or more contact
persons that will receive the E-mail. Transfer the contacts to the receiver window by using
the arrows and click OK.

Click Attachment if you have a document you want to attach.
Enter a Subject for the contents of the E-mail.

Select a template from the Select template drop-down list if you want to base the contents
on an e-mail template.

Select Project if the E-mail will be linked to a project.

Then enter the contents of the E-mail. By using standard formatting buttons located at the
top of the editor, you can format the text in terms of font, colour and size etc.

==l Click Send E-mail to send the e-mail.
)

You can find out more about the various alternatives for setting up an e-mail from the
program under 'About E-mail in the program’.

You can send personalised e-mail messages to your contacts by using merge fields in
Microsoft Word. The e-mails contain the same information except for the contact
information linked into the merge fields, making the message more personal. The contact
information is retrieved from Mamut Business Software. You can select the recipients of the
e-mail via the wizard. By using the merge field feature, you can send the e-mail as a
separate message to each recipient and not as a group e-mail or by hiding the recipients by
using a blind carbon copy.



10.

11.
12.

Before launching the wizard, you must create the document template which will contain
the text and graphics of the e-mail, for instance, the message text and your company's logo.

Click View - E-mail - Contact Selection.

Choose whether you wish to use a simple or an advanced filter when defining a selection of
recipients. Click Next.

Set up the filter and click Next.
Read more about contact selections in the introduction manual "Settings, Reports and
Filters".

Select Create an advanced mass mail via Word for defined selection in order to use the
merged document.
Click Next.

Click Complete.

Enter a document heading. The heading will be used as the subject line in the e-mail. Enter
additional information by using the drop-down lists.

Select the appropriate template from the drop-down list Doc. Template.
Click the Create/merge button in order to create the document.

The document opens with focus on the Mailings tab.
Note! If you click OK in the window Merge to e-mails, the e-mail will be sent immediately.
Click Cancel to edit or display the document before sending it.

You can now display the document with the correct contact information. To the right of the
window, you will find a mail merge wizard. In step five of the wizard (step five is
automatically opened), you can use the arrow buttons to display the document containing
all contacts' information in the merge fields.

Click Finish and Merge - Send E-mail on the tool bar.

Click OK in order to send the e-mails.
=i

¥ Note! You can use the document template Mass Mailing.dot in step 7 as a point of
departure for you own, personalised mass mailing. Please note that this template may
be overwritten at the nest program update. You should therefore save you template

with a different file name.

If you have recurring e-mails for several of your contacts, you can save time by creating an
e-mail template. The text is formatted only once instead of every time a similar e-mail is



sent to another contact. You can create as many templates as you want, as well as editing
the standardised templates that come with the program.

1. Go to View - E-mail and E-mail templates.

O E-mail Templates @
DEEX|R| @
todule E-mail Templates
Path ta templates
File name | Type | Laszt Modif... |
=i Have a nice summer E-mail Templates 03.05.200...
___ﬂ Status e-mail E-mail Templates 04.05.200...
_.,_ﬂ Thank you E-mail Templates 03.05.200...
ilwelcome E-mail Templates 03.05.200...
2. Click New.

3. Enter a Template name and Subject.
If you want to attach a file, click Attachment and add the file.

4. Enter your text.
Format the text for desired font and colour.
6. Click Save.

o

=
#HYou can always edit the e-mail template later. You are also able to edit e-mail templates
that come with the program as pre-defined options.

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.

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

2. = Click Print (Ctrl + P).

(J Reports ExS
Select form
Cyotation
Guotation advanced
@ Active (7 Filter
[ LCancel ] [ Help ] < Previous Complete
3. Select Quotation and click Next.
(J Reports ExS
Send to
() Preview () Printer () Fan () Microsoft Office Ward
Select printer
MNo. of copies 1=
Coowa ] oo

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.
o

¥ Note! The system treats the quotation as a report. All reports use 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'.

Documents linked to one or more contacts can be sent to the contact(s) via e-mail. To be
able to send a document by e-mail, an e-mail address has to be registered on the contact
card for that contact, and the document must be created or imported.

You can send documents by e-mail from the document list and via the Document tab in all
modules where it is available.

g Note! It is not possible to send employees documents by e-mail. You need to have
Microsoft Office 2000 or a more recent version installed to allow documents to be sent
by e-mail.

Select the document you want to send by e-mail

==l Click Send e-mail (or right-click on the document and select Send e-mail).

An e-mail will be generated and opened in the e-mail client you selected in the user
settings. The recipient field is completed automatically and the document is attached as a
file.

Fill in any additional details you may have.

Click Send.
o



The program sends e-mails from Outlook. Additionally, you can select to integrate the
system with Outlook so that incoming e-mails in Outlook will be transferred to the program
as an activity or so meetings from the Outlook calendar will be transferred to the calendar
in your Mamut Business Software, for example. You can use the integration whether you
are using Outlook as your e-mail editor for outgoing e-mails or the program's own e-mail
editor. To activate the integration you need to go to View - Settings - User. Select the
Settings per Module tab and click on the Outlook icon. E-mails received in Outlook can be
set to create an activity for the involved contact within the program automatically. This can
only occur if the program can locate the sender's e-mail address in one of your contact
cards, or you can create such an activity manually. You can also synchronise the task list and
the calendar - in both these ways.

In help (F1), you can find more information about integration with Microsoft Outlook.



Activities and Calendars

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 to the right. Where it is
displayed is dependent on the activity's Activity type. 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.

Read more about activities in the calendar in the "Calendar" section below.

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 Outlook

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.

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 "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.

Mamut Online Desktop provides you with web based access to the information
and functionality of Mamut Business Software, along with the services included
within Mamut One. Mamut Online Desktop provides you with an online overview
of activities concerning your company and employees. Create, edit and view
activities online and keep track of these via the online calendar or activity list.




¥ Note! In order to gain access to Mamut Online Desktop, you must have a valid
agreement for Mamut One. The services that you have access to within Mamut Online

Desktop are dependent on your Mamut One Service Agreement.

In help (F1), you can find more information about the activity window.
Working with Activities

Creating New Activities

Within your daily work you are most likely to create new activities related to different
registers directly from within the relevant register. Activities can be created from the
Activity register, Contact register, Company contact register and Project register or by going
to the menu selection View - Activity - New Activity.

The fields in the activity are not mandatory. A number of fields are already pre-entered.
Which these are depends on where in the program you have created the activity from.

@ New Actviy S
DEX9 (e « | v@DLEIF-S @ Fe
Subject Supplier Meeting
Start time 2010-07-05 0300 [w| Type Mesting [~
End time 2010-07-06 11:00 |z| Status Mot started |z|
Alarm 15 minulelZ‘ Resp. John Smith lz‘
5] CJS Joiner Services
Contacts/
Employees/
Resources
Project [none) lz‘ Show time: as | Busy lz‘
Pricrity Medium lz‘ Frivate [ ] lz‘
Notes ” Product | Guaotation | Sales and Invoicing | Drocuments ”m
O B # & [#A Status Unprocessed order |z|
Date Order no. Invoice noContact Mame Statuz Total excl VAT Curen =

T You can set default entries for the creation of new activities in the User Settings.

& Tip! The program usually displays an interval for the From and To date when the activity
is displayed in the Activity List. If you cannot find an activity in the list this could be
because the date is outside the interval.




The Activity List

The activity list under View - Activity - Activity List provides you with an overview of all
activities that are created in the program.

o Tip! Through various add-on products you may also have separate activity lists for
Customer service, Telemarketing and Product service.

You can create and edit new and existing activities from this window. When you register a
new activity you are able to enter contact information and link the activity to a project.
From the activity register you have the opportunity to delay an activity or mark it as
Complete. In the top of the window you can find several filters which limit the activities
that are displayed.

o Tip! If you create an activity from the Activity tab in the Contact register, the contact
information will automatically be filled out. If you create an activity from the Activity
tab in the Project Register, the project information will automatically be filled out.

(@ Activity List =5 E=R 5
DEX|APYFIR YE@S S @ &9 @ Q-

Duation | 26042011 [+]| 26042011 [+] Status |Inprogress  [w] Twpe  |& [+]  Res UK [=]
Completedctivity no.  Start time End time Subject Type Status Resp. -

] 9 26.04.201112:00 26.042011 1500 Meeting D55 Demonshiation  In progress | (S| ]

2 Changes in the filters are not shown until you click Update or use the function key [F5].

hif Complete! You can set an activity to complete by selecting it from the list and clicking
on the Complete button.

Filters in the activity list

Duration: Set the from date and the to date to show the activities which are allocated for
the period. If you cannot find an activity in the list this could be due to the activities' date
being outside the preset time interval.

The entries under Duration are determined by your user settings for activity under View -
Settings - User - Settings per Module - Activity, tab Activity List, field Predefined date
range for the activity list.

Status: Select which status the activities you wish to display should belong to. You can also
select All which will deactivate the filter. By choosing Incomplete and then clicking the
Update icon, all incomplete activities will be shown.

Type: Select which activity type the activities you wish to display should belong to. The filter
can also be deactivated by selecting All, or you can select (None).

Activity lists for Customer Services, Telemarketing and Product Services only show specified
activity types. This is controlled through the activity type settings.



Resp.: Select who is to be responsible for the activities shown in the window. The filter can
also be deactivated by selecting All, or you can select (None). The latter will only show
activities that have not been allocated to a specific person.

W You can also create a Filter for the activities in the toolbar. This will override the filters
described above, and deactivate them.

=l Delaying activities! You can delay several activities by clicking on the button Change
values for a selection of activities. The Change values for a selection of activities wizard will
start. Note that this function is only relevant if you want to edit several activities. If you are
only editing the time for one activity, select the activity instead and click the Edit button.

LE] Open the related element in MS Outlook: This icon only shows if you have chosen to
make use of the Outlook integration.

To efficiently manage several activities simultaneously, we recommend that you use the
tools Group Activities and Change values for a selection of activities.

ET' User Settings and Company Settings: The user settings allow you to define the
content of the windows for activity management as well as the default values for new
activities. Use the arrow button in order to open the company settings.

Linking Activities to Contacts/Employees/Resources

As you create an activity you can click the Link button to link the activity to Contacts,
Employees and Resources in order for you or other users to access the information you
register to the activity at a later stage.

Contacts: Choose contacts from a list of Contact people or from the list of all registered
Contact people. You can include as many contacts as you wish, however if the activity
cannot be executed as one, we recommend you create an independent activity through the
wizard for Group Activity.

Employees: Employees involved in the activity and the employee in charge of the activity is
listed here. All employees registered in the Employee register can be chosen.

Resources: Meeting rooms, projectors, demonstration models etc. can be registered in the
Product register with a name of up to 50 characters. These will then be available for
booking for the activity's duration.



Click View - Activity - New activity or select an existing activity from the activity list by
clicking View - Activity - Activity List.

il Click the Link button.

Select Contacts in the Show selection from drop-down list.

Click on the contact you wish to include in the appointment. If you fail to find the contact in
the menu, type the first letter of the name into the Quick Search field.

If the appointment involves a particular person as the contact, select the person from the
Contact Persons drop-down list.

If you choose a contact person through the Show selection from drop-down list, you can
add contact persons directly.

The linked Contact will now automatically be included in the appointment.

Transfer the Contact and the Contact person to Contacts on the left by using the arrows.
You can double click the mouse directly on a contact or contact person to move them.

Select Employee or Resource in the Show selection from field and repeat the process.

Click Check availability. If an employee or a resource is unavailable for the time of the
appointment, this will be shown as blue lines in the overview.

Click OK.
~

Creating contacts and contact persons in the activity card

Via the activity list you are able create new contacts and contact persons directly in the
activity card. This allows you to create contacts and contact persons without having to leave
the activity card and navigate to the contact module to create them.

Click View - Activity - Activity List and double click the relevant activity in the list or click
New in the toolbar to create a new activity.

Then click Link in the New Activity window. In the upper drop-down list in the Filter
window, ensure that you have selected Contacts.

Right click a contact in the list of contacts below and select New contact
— or -
New contact person.



() Filter (=3
Show selections from
Contacts B Contacts:
Contact Mame Contactni « Contact Mame Contact MiContact Person -
Dansk Internet 30006 Landsdowne Furnitures Lid 30002
Dansk Telerddgivning 30004 -
30003
UPP Transport Mew Contact Person s
WINI Biramdbel, Gec — i EET
Firsthame Surnarne -
L >
Resource:
Product Mame Froduct no. -
2>
Contact Persons:
[none] lz‘
Quick search
Shesk ity
Enter the relevant information in the available fields and click OK.
Schedule

At activity level, you can click on the Check availability button to open a schedule for the
employees and/or resources linked to the activity.

If the employee or resource has been reserved by another activity, that time will be
displayed as a blue bar within the overview. You are always able to click directly into the
calendar to adjust the start and end times for the activity in order to select a time that suits
all involved employees and resources.

Changing Values for a Selection of Activities

You use a wizard to define which activities are to be changed by means of a selection. You
can then select one or more parameters to be changed, and set new values for these fields.
This may prove useful if you are to reallocate responsibility for the activities of a customer
service agent who no longer works for the company, postpone a project etc.

Launch the wizard from View - Activities - Change values for a selection of activities.

& Tip! In help (F1), you can find more information about the wizard for changing values for
a selection of activities.




Distributing Activities

You can distribute activities randomly among several customer service agents by creating
group activities or you can change the values for several activities.

By clicking Distribute responsibility in one of the wizards, you will view a list of everyone
defined as customer service agents in the Employee register.

Select View - Activity - Create Group Activities or View - Activity - Change Values for a
Selection of Activities.

Create your filter and complete the first steps of the wizard. Then click the Distribute resp.
button.

Select which customer service agents are to be included in the distribution of activities.

Indicate how many activities are to be allocated to that person. At the bottom of the
window there is a running total of how many of the activities have been distributed.

Click OK when the activities are distributed.
=

Duplicating/Copying Activities

You can set an activity to occur one or more times by using the function for duplicating
activities. For example, you can repeat an activity every fourth Monday. The advantage with
using the duplication function for this is that you do not need to fill in information such as
activity type, the individual responsible, contact and contact person more than once.

This advanced duplication means that you can manage your contacts on a regular basis,
without having to record each activity manually.

& Tip! There are two alternative ways in which to define the end time: The activity can be
repeated a specific number of times or you can define a specific end time yourself. You
can repeat an activity up to one hundred times, you can either select date or number of
times.

Go to View - Activity - Activity List, select an existing activity and click Edit.
or

Go to View - Activity and click on New Activity.

1 set up the activity and when you are done click Duplicate. Answer Yes when asked
whether you would like to save changes. You can also duplicate an existing activity by
opening it and clicking on Duplicate activity.



O Duplication @

Duplicate activity to one or more new activities?

() One activity

@ Several activities

Settings

Repeat every 1| recuring week

[ Monday DT [T wednesday  [] Thursday
Friday Es W [ Sunday

Period of recuring activities

Start time 06082010 lz‘ @) End after 100 | Recuring
(©) End time 29.05.2012

l ag ] l Lancel ] l Help ]

Select whether you wish to duplicate the activity one or several times. If you select Several
activities, the fields below become active: In Repeat every X recurring week, you enter how
many weeks the activity should recur, e.g. enter 'r;4’ if you want the activity to be repeated
every four weeks. Select one or several weekdays to determine which days of the week the
activity should be repeated. Also decide on the date when the activity should start and a
date for when it will end. Instead of an end date, you can also select how many times in
total the activity is to be repeated before it ends.

Click OK.
of

& Tip! If you would prefer not to make use of the duplication wizard, you can select
Duplicate: Always to one new activity' in the User settings. This way only one new
activity, instead of multiple new activities, will be created when you click Duplicate.

Creating Group Activities

A group activity is directed at more than one contact. The Create group activity function
allows you to define a selection of contacts at which the activity is to be directed and other
parameters which apply to the activity. You also choose whether to create only one activity
that includes all the contacts, or create several activities, one for each contact.

You start the wizard for creating group activities using the View menu where you select
Activities and Create group activities.

% Tip! In help (F1), you can find more information about the wizard for creating group
activities.




Activity Settings

User Settings for Activity

@-_' 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.

ZT' The user settings are accessed by clicking the User Settings button on the toolbar.
You can also go to View - Settings - User - Settings per Module - Activity.

Default setup

You can choose from three predefined setups:

=  Basic: Keeps the screen as clear as possible, showing only some of the fields.
=  Normal: Shows standard fields and functionality.

= Advanced: Shows all available fields and more functionality.

Click the relevant button to choose one of the predefined setups.

Activity list

This is where you select which field from each activity is to appear in the activity list. Note
that too many columns will make the list somewhat difficult to read, and will also affect the
speed of the module. If you click on one of the buttons in the Default setup tab the content
here will change accordingly.

Predefined date range for the activity list: Each time you open the activity list, the date
range you have selected from this list will be displayed as defined under Duration.

Activity card
This is where you can set the guidelines for how an activity is to be created.

Default value: Each field for which you enter values will be automatically completed when a
new activity is created. If you mostly create activities of the type 'Sales call (outgoing)’ you
will save yourself time if the field has already been completed.

Tabs: This is where you can select which tabs show when creating activities. For example,
for a user who only works with Product services, it may be relevant to show the Product tab
only.

Other: Default sizes for note fields can be set here. It is possible to override size manually
in each activity. You can also choose whether to automatically fill in information about the
user and the time when a note is entered. In addition you can select whether or not you
wish to show details about your activities in other peoples calendars and you can
automatically link a default Contact person/-or project to an activity when creating it from
the contact card. If you want a simpler way of duplicating activities you can select to



Duplicate: always to one new activity, this way you will be able to duplicate without having

to use the wizard.

The system closes the activity you duplicate from automatically. If you would like it to
remain open you can remove the tick next to Duplicate: Close the activity being

duplicated.

Company Settings for Activity

@L Here you will find most of the settings for the activity module, in addition to the
controls that you can set for each activity type.

“T' Click the arrow button next to the User Settings button on the toolbar in order to
access the company settings for activities. You can also go to View - Settings - Company -

Settings per Module - Activity.

O Company Settings for Activity

Settings

E stablizh activity list zettings, activity duration, and which fields to display in the activity module.

==

Default duration for new activities

Walues for end time when the activity is set to "Completed”
@ pdate only end time for activities in the task list
Always update end time for &l activities
Mever update end time for activities
Completion status when marked as completed

30 minubes

Complsted

Show fields and field descriptions
| Uzer-defined field 1 User-defined field 1

| Uszer-defined field 2 User-defined field 2

User-defined field 1
User-defined field 2

88 [ Cancel | [ Hel

Standard duration of new activities

When creating an activity the end time is always adjusted in line with the start time. You
can select how long a standard activity will last and you can change the length for each

activity by adjusting the end time.



Values for the end date when an activity is set as 'Completed'

Activities can be set as completed in all modules containing lists of activities. Here, you can
choose whether to change the end time or keep the time scheduled when the activity was
created.

Update only end date for activities in the task list: This is the most obvious choice, as the
activities in the task list are not necessarily set to a specific time. Activities displayed in the
calendar will then retain their end time even if they are marked as completed, for example
the day after.

Always update end time for all activities: This means that the activities in the calendar
(meetings, demonstrations etc.) must also be marked as completed, for example
immediately after a meeting is over.

Never update end time for activities: The end time which is set when the activity was
created will not be changed when it is marked as completed.

Completion status when marked as complete: When an activity is marked as completed,
the Activity status changes. You can choose the status here. You can only select activity
status options which have the property Completed, set in the Properties Register.

Show fields and field descriptions

If you need additional classifications or more information fields for the activities, you can
activate two (2) user-defined fields. The fields can be activated and made available in the
Miscellaneous tab for each activity, if you tick the box in front of the field and give a
descriptive name for the field.

The fields can be used later when you set selections for activities in the activity list or when
printing reports.

User-defined field 1: This field requires you to also create fixed categories through the
Properties Register.

Please note that the new name will not be available in the Properties register until you have
closed and restarted the program. Until then, it will be called User-defined field 1.

User-defined field 2: The field can only be used to enter free-format text.

Available activity lists and types

The separate activity lists for Customer Services, Product Services and Telemarketing make
it easier to work with specific activity types. You can for example set up user accesses that
will only allow access to certain activity types.

The functionality is available as add-on products.



Activity Types

The Activity type that is assigned to every single activity controls among other things,
where the activity will be shown - in the calendar or the task list. The system is set up with a
number of pre-defined activity types.

The calendar shows the activities assigned to you or to which you are linked as an
employee. You can choose whether an activity will show in the actual calendar or in the task
list. Activity types Registered, Demonstration and Meeting are shown in the calendar,
whereas activities such as Letter, Fax and Tel. out are shown in the task list. Whether an
activity shows in the task list however, can always be decided on an activity-to-activity
basis.

Activities can be set up with an alarm function that allows you to decide how long before an
activity's start time you will be alerted.

Activity types can also be used to control how activities are shown in the calendar: Busy,
Free or Out. This is particularly useful information in connection with linking employees to
other activities.

You can decide that all activities of a certain type require a Resp., and you can also choose
to make an activity type Inactive so that it cannot be selected from the drop-down list any
longer.

You can edit activity types by right-clicking them in the activity type field and picking
Change in properties register, or by going to View - Settings - Company - Properties
Register.

% Tip! In the User Settings for Activity you can enter default values for new activities you
create, e.g. which activity type a new activity should be assigned to.

In help (F1), you can find more information about the settings for activity types.



Activity Templates

With the help of easily accessible activity templates in the various modules you can
noticeably simplify the creation of activities. You can define and customise which activities
you want to be able to set up fast and easy from each module.

() Activity Template EI = @
D E[R|e g

Name Activated -
Call contact es

Check bark statements Yes

Check bank statements Yes

Create order es

Create purchase, stock count Tes

Make joumal enfries based on stock count res

Fieconcile account es

Sawe journal Yes

Send e-mail to contact es

Send out pavslips Yes

Update existing document templates Yes

11~ In modules from which you can create activities directly, the Create activities button
will become available in the toolbar. Next to this you will find a small arrow button. Clicking
it will open a list of activities available for creation from the module you are in.

You decide which activities should be available for creation from the various modules. By
clicking on New in the Activity template window you can create new activity templates. If
you would like to edit an existing activity template, simply click on Edit.

You can enter default values for each activity template, which will be suggested
automatically when creating an activity based on the template. Please note that default
values for follow-up tasks will override the activity user settings you make.

Editing Activity Templates

In the editing window for Activity templates you can decide which modules the active
template is to be available in with the help of the arrow buttons.

In the Name field you enter a description of the type of activity to be created by using the
template. This is the name that will show when you click on the arrow button to the right of
Create activities in the modules the activity template is available in.

Under the Default values for new activities heading you can enter the Subject and Start
time for the activity, Priority, Type, Status and who will be responsible for carrying out the
activity. In the Note field you can register additional information if you would like to
elaborate on the activity's aim and purpose. The values you register will be suggested
automatically when creating an activity based on the template, however, you can overwrite
them if needed.



Creating Follow-up Tasks

There are a number of processes in the Contact, Sales, Purchase, Logistics and Accounting
modules that can be activated and that will then automatically generate follow-up tasks.
You decide yourself, which processes you would like to prompt follow-up task generations.
The overview of which follow-up tasks you are able to activate can be found by going to
View - Activity - Follow-up tasks.

Throughout the program you will encounter question boxes once you have performed a
follow-up task prompting process, asking you whether you would like to create a follow-up
task. If you would rather not have this box pop up, you can tick the Do not show this
message again box. The setting is also adjustable when editing follow-up tasks.

Deciding which processes should trigger the generation of a follow-up task in your company
requires some serious thought. Think about which functions you regularly use in the
program and how far they require follow-up. Activating too many follow-up tasks can easily
lead to your activity list becoming crowded and difficult to navigate rather than it being
helpful.

One example for when a follow-up activity may be helpful is the Invoicing process. You
would set the follow-up tasks to commence on the invoice's due date, or another
convenient start date. The task could remind you to check for example, whether payment
for the invoice has been received.

= By highlighting a process and clicking on Edit you can activate or de-activate follow-up
tasks. You can also enter default values for new tasks that are to be created automatically.
If you select Do not show this message again you will not receive messages asking you
whether you would like to create a follow-up task for this process.

In the Follow-up task window for each process you can edit the Start time of when a task
should commence, the Priority, Type, Status and who should be Responsible. In the Note
field you can register more detailed information and if you like, you can choose to Open
activity upon creation. This will give the opportunity to register more information about
every task directly upon creating them.

¥ Note! The settings for how and when follow-up tasks will be created apply per company
database. Please also note that the default values for a follow-up task will override the

activity user settings.




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.
_4'.—:] The button in the activity list.

Activities are shown in the calendar display or the task list

You can choose whether an activity is displayed to the left in the actual calendar or the task
list to the right. This is controlled by the activity types for the different activities. Activities
types Registered, Demonstration and Meeting are shown in the calendar, whereas activities
such as Letter, Fax and Tel. out are shown in the task list.

You can edit the activity types by right-clicking the activity type field within the activity card
and selecting Change in properties register. You can also click View - Settings - Company -
Properties Register. If you select Transfer the activity to the task list, the activity will only
be displayed in the task list. If you deselect this option, the activity will automatically be
displayed in the calendar. Any changes you make here will not affect existing activities, only
new ones.

Read more about editing activity types in the section "Settings for Activity Types".

O Calendar E@
DEX|AREEOEEHESFA D6
04, june “ 1«1 March2010 Apil2010 |
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: 1718 19 20 21 22 23 2122232425 %6 7
9:30 24 25 25 27 28 29 30 2823301 2 3 4
. kil 5 6 7 8 9101
10:00 - £ Today: 2010-04-04
10:30 call Supplier | B | Subject Date Time -
11:00| Click here to create new activity
11:30| Accounts Receivables - Follow-up = O Cal Supplier 1610 0800
12:00 - @ O Inwvoice 321 4610 13:00
12:30 O CreditNote 4810 13:00
13:00|
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The activity placement can also be overridden for each activity in the Miscellaneous tab,
where you can select or deselect Show activity in the Task list.



Employee/Resource Calendar

You can view the calendar for an employee or a resource in the regular calendar.

The Common Calendar

“H The common calendar allows you to see the calendars for several employees or
resources at the same time.

Mini-Calendar

You can choose to display a miniature calendar when you open the company database.

Calendar display

ﬂjj 3_T| Calendar display allows you to see both activities you are responsible for, and
those you are linked to as an employee. You can choose whether to display 1 day, 5 days
(working week), 7 days (calendar week) or 31 days (month).

You can create new activities directly in the calendar by double clicking on a free area. In
the same way, you can directly open existing activities by double-clicking on them.

You can navigate forwards and backwards in time by clicking on the overview calendar in
the top right.

Colour coded activities in the calendar

You can associate an activity that is going to be displayed in the calendar with a colour. You
can define a default colour for each activity type in the settings for activity types. This way,
you will not be required to define a colour for each individual activity.

Task list

The Task list only shows activities for which you are responsible. Completed tasks can be
marked as completed by placing a tick in the box to the left of the task.

New tasks are created by entering the subject in the field marked 'Click here to create a
new activity'. Previously created tasks are opened by double-clicking on them, the same as
in the calendar.

Integrating Activities with Outlook

Activities in the task list and calendar can be transferred to the program calendar or task
list. The activities you create in the program can be transferred automatically to the
calendar and task list in Outlook.



Mini-calendar

The small calendar provides a list of the day's activities for which you are responsible, or
linked to as an employee.

o Calendar EI@
04. june o E]

B:00|
8:30)
9:00|
9:30)
10:00

10:30| Cal Supplier
11:00)

[

1:30] accounts Receivables - Follov-up
12:00]
12:30]

You can also navigate to another date by using the button to the right of the calendar.

@ Tip! You can customise the system so that the mini-calendar is opened automatically
when you open the company database. The setting can be found in the user settings, in
the Other tab.

Employee/Resource Calendar

You can display the schedule for one employee or resource in the standard calendar. This
can make it easier to get an overview of your company’s employees and resources and you
can, for example, follow up on the activity level for other employees and resources. You can
also make use of this function if you want to create or change activities for other employees
or resources.

@ Tip! You can decide whether or not your own activities will show in the standard
calendar of your employees. Activate the function in the user settings for activities. You
can also choose to define an activity as Private. The details will then only be available
for users with the proper access rights.




1. & Select View - Activity - Calendar and Employee/Resource calendar.

2.Select whether or not you want to view an employee or a resource.

() Settings for common calendar @
Employee/resource Employes lz‘ Peter Smith E
U8R | Cancel

3.Select the specific Employee or Resource.

4.Click OK.
«

Common Calendar

“H In the common calendar, you can view up to seven calendars for employees and/or
resources at the same time.

“T' Choose the employees and/or resources to be shown using the Settings for common
calendar button in the toolbar. In each column you first have to choose between employee
and resource. You then select a specific employee or resource. The common calendar opens
automatically for the current date. If you wish to view the calendar for a different date, click
Select date in the toolbar.

() Common Calendar (=% B =<=|
Qx| Ea 3 e
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Please note that the common calendar does not show which activities each individual
person has in the task list.

An employee is not the same as a user of the program. If you want to be able to see the
activities of a user, you must first set up the user as an employee in the Employee register.
A resource can be premises or a meeting room, for example. To set up a resource, create a
new product in the product register and select Resource in the Settings tab.

You can create a new activity by double-clicking in one of the columns in the common
calendar. The employee at the top of the column you select is set as responsible for the
activity. You can also open an existing activity by double-clicking on it.

You can adapt the common calendar to your company’s specific needs with regard to
resources. For example, you can use it to set up a meeting with several employees. You can
also see whether the meeting room is available and book it.

ZH select View - Activity and click on Common calendar.
Click on Select date and enter the date you wish to display.
=T Click Settings for common calendar. In the field to the right, select the calendar for a

specific employee or resource by choosing the appropriate item from the drop-down menu.
In the field to the right, select the calendar for a specific employee or resource.

O Settings for comman calendar @
Colurmn 1 Employee lz‘ lz‘
Column 2 Employee lz‘ Elzanor James lz‘
Column 3 Employee lz‘ Joanne Smith lz‘
Colurnn 4 Employes Iz‘ John Black Iz‘
Column 5 Employee Iz‘ k.aren Halm Iz‘
Column & Employee Iz‘ taik Lawrence Iz‘
Column 7 Employee lz‘ Peter Smith lz‘
Ok | | LCancel
Click OK.

o



Calendar - Select Date

* In a number of date fields, you can click the symbol to the right of the field in order to
select date from the calendar.

Calendar

| aprit2o10 ]
| LCancel |

73 @0 31 1 2z 3 4 Today's datn |

5 7 8 9 10 11

12 13 14 15 16 17 18 Help

19020 7 2 23 M5

6 7 28 29 W 1 2

i 4 5 6 7 8 8

T Today: 2010-06-04

Insert the date by double clicking the date, or highlight the date and click OK.

Today's date: Automatically highlights today's date, based on the computer's calendar.
Read more about computer date/program date in the introduction manual "Settings,

Reports and Filters".

& Tip! Click the name of the month in order to select month. You can also click the year to

select year.

Arrow Keys: You can also use the arrow keys on your keyboard to browse the calendar.



Documents

The integrated document module makes it easy to stay on top of all documents regardless
of whether they were created in the Contact module, Activity module, the Project register
or the Employee register. New documents can be created directly from the Document list or
via the Document tab in the aforementioned modules.

Documents that have been created outside of the program can be imported and linked to
current contacts/customers/suppliers, which helps you keep a better overview of all your
documents. If you have chosen to synchronise your program with Microsoft Outlook you
will also be able to stipulate that attachments you receive by e-mail should be imported
into the document register.

The program comes with a number of document templates, which you can edit and
customise to suit your needs; you can also create your own templates. Using document
templates gives you the opportunity to merge documents with any required selection of
contacts or employees.

In the User Settings for Document you can customise which columns you want displayed in
the Document list, as well as how the Document card should look and function when
creating new documents.

If you would like to send a document by e-mail or fax you can do this from the Document
list and the Document card for any document. You can also duplicate a document to .pdf-
format if required.

What is the difference between a document and a report?

In the program, the term Document is used for documents that are created in e.g. Word,
Excel or PowerPoint and that can be edited and customised directly at document level.

A Report shows information based on data that is registered in the program and a chosen
selection. When a report is generated it is possible to send the contents to preview but it is
not possible to make changes to the content directly in the report. Reports may be
generated from several of the modules in the program, e.g. Sales/Invoicing and Purchase
Order but also via the Report Module.

Access, storage and backup of documents

With the help of different document types it is possible for you to determine where the
different types should be stored and you can decide user access rights that will apply to a
document type. .

When you take backups, you can decide whether you want to include documents or not,
but please note that only documents stored in common folders will be included if you
decide to include documents in your backup. Documents saved locally on the user's
machines, for example under My documents, have to be backed up individually by the user.



o Mamut Online Backup: Mamut Online Backup allows you to perform secure and
efficient backup and to distribute your files safely in an easy, user-friendly way! is
offering free Online Backup to all businesses and individuals through the Mamut Open
Services concept. Mamut Online Backup is easy to use and encrypted backups are
taken continuously while the user is connected to the Internet. The service does not
replace your backups from within the program, but can help you to store the backup
copy you are taking through the program's own function for this in a secure manner.
Read more about the service at www.mamut.uk/onlinebackup.

(7 ]

Note! The program does not support revision handling for documents. Each document
has to be saved with a new file name if you want to hold on to several versions of the
same document.

The Document list gives an overview of all or selected documents you and other program
users have created. There are several functions to help you sort the list so that you can
easily find what you are looking for. There are also search functions available that could be
useful when searching among a large number of documents.

REE} You can create new or edit information regarding documents in the Document List.
7( Delete: Here you can delete the selected document(s).

iTd By using the Filter Settings in the toolbar, you can define an advanced selection, doing
this will override the individual filters at the top of the window (see below). Read more
about filters in the introduction manual "Settings, Reports and Filters".

'% Import documents: Documents created externally of Mamut can be imported into the
Document register. Documents registered on contacts are automatically imported to the
Document List while documents sent to you from your contacts can be imported manually.

-=I Document Templates: A document template is a document type containing predefined
information about font, size, logo, margins, header, footer and fixed text. Using document
templates is a convenient way of creating documents which are similar in style.

ﬁ Convert to PDF: Create a PDF copy of your documents.

* | publish to Mamut Online Desktop: If you have a Mamut One Service Agreement that
contains the functionality Report Archive in Mamut Online Desktop, you are able to publish
documents to Mamut Online Desktop with the help of this button.

==l Send e-mail: You can send documents as e-mail attachments from the Document List.
Select the check box next to the document(s) you want to e-mail and click Send e-mail. Your
default e-mail editor for Mamut Business Software will open with the selected document(s)



http://www.mamut.uk/onlinebackup

attached. Note, that merge documents and documents that are published to Mamut Online
Desktop cannot be attached. Nevertheless, a document published to Mamut Online
Desktop can have an equivalent in your database, which you can attach.

@ Tip! You can select the default e-mail editor for your user via View - Settings - User -
Settings per Module - Outlook. Read more below

@ send fax: In order to send documents by fax in Mamut Business Software, you must
first install WinFax and register the contact's fax number on the contact card.

& Tip! By right-clicking on the document in the list you can open it, print it out, edit the
document card, or send the document by e-mail or fax.

d1~ create Activity: By clicking on the arrow to the right of the Create activity button
you can create customised activities for which you can decide the content and which
modules the activity template should be available in.

“T' In the User Settings for documents, you can define which columns should be displayed
in the document list. You can also define the layout and function of the document card.

The filters in the document list

At the top of the window you will find several filters that will limit which documents are
displayed. Changes in the filters will display once you click Update or use the [F5] button.

Document type: Shows a particular type of document in the window, such as internal
documents, documents for employees or documents for contacts, project documents or
those marked private.

Author: Shows all documents drawn up by a particular user.
Project: Shows all documents belonging to a particular project.
Status: Shows all documents with a particular status.

Selecting All deactivates the filters.

2] Remember to click Update when you have altered a filter.
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Go to View - Document - New Document.

Click on New.

Enter a Heading for the document.

Select a Date, Author, Our ref. and a Project (if appropriate) for the document

Select the document Type, Program and Doc. template and if necessary change the Status.
Enter any notes or information you may have in the Body text and Note tabs.

Add the contacts or employees linked to the document under the relevant tabs.

Note! You can skip adding contacts and employees manually and instead make use of the
wizard that opens when you click on Create/merge. Please note that you cannot merge
information from both contacts and employees in the same document.

Click on Create/merge to create the document.
o

In the Document Card that opens when you create a new document, you fill in a number of
properties values about the document.

You open the document card by selecting View - Document - Document List. If you want to
create a new document, click New. If you want to edit an existing document or its
information on the document card, click Edit. Alternatively, if you want to create a new
document, you can open the document card by selecting View - Document - New
Document.

¥ Tip! You can find a Document tab in the Contact, Project, Employee Register, Contact
Persons and Activity modules. This gives you the possibility to edit/create documents
directly from within a module. You will find more information in the descriptions of
these modules.

¥ Note! You can link a document to one or several employees or contacts/contact
persons. You can do so either by adding the employee or contact to the respective tabs
and the clicking on Create/merge or you can skip adding contacts and employees
manually and instead make use of the wizard that opens when you click on
Create/merge. Please note that you cannot merge information from both contacts and
employees in the same document.

In help (F1), you can find more information about the fields and tabs in the document card.




When creating documents you can either link contacts manually via the Contacts tab in the
document card, or you can add a selection of contacts with the help of a wizard. If the
document is to be merged with a small number of contacts, it will be easiest to add these
contacts/contact persons manually, whereas it would be quicker to use the wizard when
wanting to link a larger selection of contacts that are to receive the document.

y

< Note! The wizard will only start if no contacts/contact persons were added manually in
the Contacts tab.

The wizard is activated from the document card by clicking on the Create/Merge button.
The program first checks whether any contacts were added manually in the Contacts tab; if
not, the wizard will start. In the first step of the wizard you need to select the document
which the contact(s) should be linked to. If you select One Contact the document will be
created and the contact's information will be merged into the document, provided that the
document contains the necessary merge fields for this.

If you select More than one contact (mail merge) you are taken to a new screen where you
can enter criteria for the selection of contacts to be linked into the document. For example,
you can select that all contacts in a specific line of business or Category should receive the
document. When the document has been completed it will be available in the Documents
tab of the contact card for all involved contacts.

y Note! It is possible to link contacts and contact persons once the document has been

created, but a message will then be displayed stating that the document has already
been created and that new contact information will not be merged into the document.

SANE AR A

Go to View - Document - New Document.

Select Contact from the drop-down list Type.

Click Create/merge.

Select More than one contact (mail merge) and click Next.
Make your selection for the contacts.

Click OK.



7. Edit the selection manually as required, to add or remove individual contacts.

O Creating document/mail merge @
Selecting contacts L =}
=
S

The list on the right shows all the contacts and contact persons in the selection you defined. To
temave contacts from the selection, move them to the list on the left. These contacts will then not
be included in further processing. When pau click Complete, Ward apens and the dacument is
created. The contacts pou have selected will also be added to the Contact tab,
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8. Click Complete.
9. If you wish, you can edit the document that opens.

10. Click Save and close the document.
o

# Tip! If you would like to view all merged contacts you need to click on the ABC button
(View merged data). You can browse among the contacts by clicking the arrows in the
toolbar.

When creating documents you can either link employees manually via the Employees tab in
the document card, or you can add a selection of employees with the help of a wizard. If the
document is to be merged with a small number of employees it will be easiest to add these
manually, whereas it would be quicker to use the wizard when wanting to link a larger
selection of employees that are to receive the document.

i

¢ Note! The wizard will only start if no employees were added manually in the Employees
tab and if you selected a document template containing merge fields for employees.

The wizard is activated from the document card by clicking on the Create/Merge button.
The program then first checks whether any employees were added manually in the
Employees tab; if not, the wizard will start.

< Tip! In help (F1), you can find more information about the wizard for linking employees
to a document.




ZT' In the User Settings for Document you can customise which columns you want
displayed in the Document list as well as how the Document card should look and function
when creating new documents.

The settings provide options for customising the software for every individual user and their
preferences. Using the Document module will become more efficient once you set default
values that apply when you create new documents. Additionally, you can decide to add
information about date/time and user when notes are inserted, for example, or that a
default company contact should be linked to the document if it is created from the contact
card.

Default Setup

You can select between three pre-defined settings.

Simple: Simplifies the screen and displays only some of the fields.

Normal: Displays the most common fields and makes standard functionality available.
Advanced: Displays all available fields and more functionality.

Click the relevant button to select an option.

Document list

Here you select which document fields should be displayed in the document list. Please
note that there should not be too many columns in the list. This will make it appear untidy
and might also affect the speed of the module. By clicking on one of the buttons in the
Default Setup tab, the content will change accordingly.

Document card

This is where you can set guidelines for the way a document is created.

() User Settings for Document E@
Default Setup || Document List | :Dacyment card: |

Default value

Type Contact [=] Ourret. Jahn Smith [=]
Program Wwiord E‘ Praject [mone] E
Doe. Template | BUSINESSLETTER.DOT [=] Status Mot started [=]
tuthor John Smith =]

Tab
V| Bady text V| Emplayees
V| Contact V| Miscellaneous

Other

V| Enter information about the user and the time when the note is entered

| Program to suggest file nanme:

7] Set status to “Completed” when document has been generated

V| Automatically ink default contact person when creating from contact cad
V| Automatically link default project when creating from contact card

akK ‘ | LCancel | | Help




Default value: All values you set here will be selected automatically when you create a new
document. If you usually create documents of the same type, this saves you a lot of time
spent on repetitive routine work because the fields have already been completed.

Tab: Select the tabs to be displayed in the document card here.

Other: Among other things, you can turn on the function for inserting user name and
date/time when a Note is started, and specify that the status should be set to Completed as
soon as the document is generated. Tick the relevant check boxes for the selection desired.

Invoices, journal entries and requisitions can be scanned and saved before being processed
further electronically. If you have a scanner, you can scan your documents and save them as
attachments, e.g. to journal entries in the program.

Some program suppliers deliver custom-made programs for the scanning and further
electronic processing of different types of documents. Especially invoices from your
suppliers are specifically well-suited for this type of treatment. To facilitate this, you require
scanning software and often also OCR software. OCR stands for Optical Character
Recognition and is a program which 'reads' and translates texts in an electronic document
and which you can gradually 'teach’' to translate texts you scan often.

It is possible to import journals that are scanned and posted in the Compello program. This
requires an Additional Product licence.

Documents created in MS word can be duplicated to .pdf-format as required. The
advantage with .pdf-format files is that the content cannot be edited; a useful feature when
sending quotes, for example.

Another good reason for converting a document to .pdf is that many companies restrict the
file types you are allowed to open within their network. Most people regard .pdf-files as
safe and the files can also be read by all recipients regardless of their operating system or
software.

¥ Note! PDF stands for Portable Document Format and the file format can be opened on

all machines that have Acrobat Reader installed.

ﬁ The Duplicate to PDF button is available both from the document list, and from the
document card for every single document.



1. Select the document you want to duplicate from the Document list.
2. Click Duplicate to PDF

3. Close and save the new document card for the file in .pdf-format.
~

¥

< Note! The Duplicate to PDF-button will only become available once the document is
created.

& Tip! You can print different items from the system to e-mail, e.g. a quotation or an
invoice. The program will then automatically create an attachment to the e-mail in pdf-
format.

A document template is a special type of document that contains pre-defined information,
e.g. font and font size, logos, margins, headers and footers or set text. Additionally, you can
add merge fields, which allow you to merge contact information for employees or
contacts/contact persons that are registered in the program with the document.

Document templates are used to simplify working with documents that should have the
same or similar layout. All documents created based on a chosen template will contain the
same information that was pre-defined for the template. This can save you a lot of time
when creating documents after you put a little initial effort into preparing and adjusting
document templates for documents you use frequently.

The program comes with a number of document templates that can either be applied as
they are or you can customise them to match your company's needs. You can also create
your own templates from scratch if you want.

Merge fields in Word

For templates in Word it is possible to set in merge fields that merge contact information
for employees or contacts/contact persons into the document. Merge fields are inserted by
clicking on the Insert Merge Fields button in Microsoft Word. This will open a list of
possible fields for insertion into the document template. These fields will be filled in
automatically afterwards when you create a document based on the document template.
Remember that merge fields may also be formatted and moved as you wish.



The Document Templates Window

() Document Templates @
DEFEX|R|@ g

Module D ocument madule
Path to templates | C:\Users\PublichPublic b amut'h amutB26340 atahSystem0011 \Client\000M0T YD ocumentsh Te

File name | File Size | Type | Last Modif... |
@ Businessletter. dot 24Kb Microzoft word Template 20071214
@J Calelation 1.xlt 32kh Microsoft Excel Template 2007-08-29
@ Employee.dat 22kKb Microsoft Word Template 20071214
] F e chot 40kKb Microsaft \Word Template 20071214
@ Letter.dot 23Kb Microsoft ‘word Template 20071214
@ tasz Mailing. dot BB KD icrosoft word Template 2003-10-29

ord Template
@ Powerpaint Template.pat E02 Kb Microsoft PowerPairt Template 2008-06-02
E Project. mpt 146 Kb Microsoft Project Template 2008-0513
@ ‘window &d.dot 2BKb Microsoft ‘word Template 20071214

From the Document templates overview window you have access to all document
templates belonging to the active company database. The Module drop-down list allows
you to select which type of templates you want displayed in the list. Document templates
are divided into the following groups: Document module, Contact module, E-Mail templates
and Quotation template. The Path to templates field shows you where the document

templates are saved.

et 2
RRE ] From the list you can create new document templates, edit descriptions, merge
fields and other information about a template, as well as open and edit existing templates.

v

S Note! The templates are unique for each company database.




1.

7.
8.
9.

Create a new Document Template

Go to View - Document - Document Templates.

O Doc. Template @
Frogram Wwiord

Template name EMPLOYEE.DOT

D escription EMPLOYEE.DOT

Merging criteria Employes E
Address 1 Address 1 IE‘
Address 2 Address 2 Iz‘
MNotes

2010-07-15 09:33 John Smith -

Update of content and layout.

1 | Cancel | | Help |

Click New.

Select which program the template should be created in from the relevant drop-down list.
Remember that it is only possible to enter merge fields into Word-templates.

Enter a Template name and a brief Description of its purpose.
Select whether the Merging criteria should be contacts or employees.

Select the type of address information you want in the Address 1 and Address 2 drop-down
lists.

Enter any notes about the document template you may have.
Click OK.

Enter any merge fields you require, logos, texts and other elements into the template.

10. Click Save when you are done adjusting the template.
11. Click Close.

~



¥ Tips for Word 2003: If you cannot see the Merge toolbar when Word opens, you can
activate it by going to View - Toolbars - Mail Merge in Word.

¥ Tips for Word 2007: If you cannot see the Merge toolbar when Word opens, you can
activate it by selecting the tabbed card Mailing - Start Mail Merge in Word.

Create new document templates for quotations

In the document module you are able to create and edit document templates for
quotations. These will be available when you choose to Print a quotation to Microsoft
Office Word from the quotation register. The new templates will be stored in the Quotation
template module, under the same path as the other quotations. Read more about printing
quotations in the Quotation section.

Read more about document templates in the Document Template section.

1. Click View - Document - Document Templates, then choose Quotation template from the
Module drop-down list.

0 Document Templates @
DEEX || @ e

Madule Quatation template

Document module
Contact module
E-mail Templates

Path to templates

File hame Guotation template
@ Offert.dat 42kb Micrasaft Yw/ord Template 251072007
@ Qffer2. dot M Eb Microzoft word Template 284102007
@ Offerd. dot 41 kb Micrasaft Word Template 251042007
] Offerd. dot 41 kb Microzaft Word Template 28/10/2007
8] 0fferB. dot 41 kb Microsaft \Word Template 2841072007
@ Offerex1.dot 54 Kb Microsoft ‘word Template 2340242009
@ Qfferexz.dot 52Kb Microzoft word Template 23/02/2005
@ Offerex3.dot 52 Kh Micrasaft Word Template 23/02/2005
] Offerend.dot B2Kb Microsaft \Word Template 23/02/2005
8] Offeress.dot B2Kb Microsaft \Word Template 2340272005

2. Click New in the upper toolbar.
When you click New a pop-up window will appear on the screen.



() MBS 14 (=)
Program word
Template name Test Quotation
Description Description of test quotation
Based on template | OFFER1.DOT [+]
B [ Cancel | [ Hep |

The window consists of the following fields that you need to define:

Program: This field will always be Word and it will not possible to edit it.

Template name: Here you can enter the document template name. Note that the template
name cannot be edited after the template has been created.

Description: Here you can add a description of the document template. Max. valid range is
50 characters.

Based on template: Here you can select from the existing templates, and define which one
you wish to use to base the new template on, (None) is not an option.

Click OK once you have defined these fields. The document template will now open.

You can edit the template as required, for example by inserting a logo, text and additional
elements that you wish to be included within the template.

Click Save once you are finished adjusting and editing the template, and close Word.
=

The new document will be stored in the Quotation template module, under the same path
as the other quotations. Once the template has been created, and you open this window
again, the template name will not be editable.

% Tip! Once you have created a new quotation template, you are able to edit or delete it.
To do so, go to View - Document - Document Templates, select the Quotation
Template module and select the new quotation template and click Edit or Delete in the
upper toolbar.




Document Template Properties

The Document templates window opens when you create a new document template as
well as when you want to edit information about an existing template. In the window you
can, among other things, determine the merge criteria and which addresses should be
inserted into the merge fields in the document template.

O Doc. Template @
Program Whord E
Template name fam

Diescription Fax to custamers

Merging criteria Contact lz‘
Address 1 Contact’s irvoice address lz‘
Address 2 The contact's delivery address lz‘
Mates

2010-07-15 03:33 John Smith -

Far to customers

/| The template is to be available to all document types

i []4 | | Lancel | ‘ Help

Field descriptions

Program: By default, Word is pre-selected from the drop-down list, but you can always
choose to create a template in Excel, PowerPoint and Project if these programs are installed
on your computer.

Template name: The Template name field is where you enter the name of the document
template. The template name cannot be changed for existing templates.

g Note! The file suffix [.DOT] stands for Document Template in Word.

Description: Here, you can add a further description of the document template. The
information you enter here will not be shown in the document itself.

Merging criteria: For document templates in Word you can select whether the merging
criteria should be based on contacts, employees or whether you do not want to apply any.
Depending on your selection here, either information about contacts or employees will be
merged with the template. It is not possible to merge both contact and employee
information with the same document template.

Address 1: This field is only active for document templates created in Word. It allows you to
enter which address you want to use for the address merge fields in the document



template. If you select contact as your merging criteria you can choose between different
types of addresses for contacts and contact persons; if you selected employee as your
merging criteria, you can select between different postcodes.

Address 2: This field works in the same way as the Address 1 field, so you are able to merge
two addresses within the template, e.g. the postal and the delivery address.

Notes: Here, you may enter any notes you have regarding the document template. Please
note that the notes will not appear in the actual document.

The template is to be available to all document types: This option is selected by default.
Since you can decide which templates will be available for the different document types it is
recommended that you make new templates available for all document types.

v Note! You can change the Description, Merging Criteria, Address 1, Address 2 and

Notes fields after a template has been created and is in use. However, usually it is best
to create a new document template rather than changing the merging criteria.

The program comes with a number of predefined document types, e.g. 'Project’,
'Employee’, 'Internal’, 'Private Individual'. If you require more document types than the
default types included with the program you can create new ones in the Properties
Register. New document types will be available from both the document list and the
document card after re-opening the document list or card.

The advantages with using different document types are that documents become easier to
filter and review in the document list. It also helps you regulate which document templates
should be available for which document types.

(J) Document type @
Contact P HT
Project =
Private Individual Edit
Internal e
Other Delets

Employee
Outlook.
[new)

[ G [ Carcel | [ Help




Default save location

By default, the storage location is preset to the Company database directory for those
document types which naturally belong to the company database. Document types
classified as private will be saved in the user directory. Employee documents that should
not be available to all users of the program will be saved in the individual employee's
employee folder, to prevent others from viewing them. You can find the path to the
location where documents are saved to in the Default save location field.

User directory: When selecting User directory as the save location, the document will not
be included in backups without system files.

My documents: For documents saved under My documents, it is up to each user to ensure
that the documents are backed up, as they will not be included in the program's backup
function.

Company database registry: For most document types this location will be the default
selection. Documents saved here can be read by all users with access rights for reading
documents.

System directory: Documents saved in the System directory will not be included in backups
without system files.

Employee folder: Employee type documents will be given a proposed save location in a
separate Employee folder. Please note that you must tick the Human Resources box if you
wish to limit access to users with access rights to read Human Resources-related
documents.

User-defined: When selecting User-defined the field below will be activate so that you can
enter your own path to where documents of this type should be saved to. User-defined
locations for saving documents have to be backed up manually by each single user.

& Tip! Mamut Online Backup allows you to perform secure and efficient backup and to
distribute your files safely in an easy, user-friendly way! More information can be found
online: www.mamut.co.uk/onlinebackup.

Document templates linked to document types

You can define which document templates should be available for a document type. A
document template can be linked to as many document types as you wish.

User access to document types

If you would like to ensure that certain documents are not available to view for all users,
you can define user access rights for the document type so that only those users with the
appropriate access rights can read those documents.

Human Resources: Documents with this access right restriction will only be available to
users with access to Human Resource documents.

Confidential: Documents with this access right restriction will only be available to users that
were given access to confidential documents.


http://www.mamut.co.uk/onlinebackup

Inactive: An inactive document type can no longer appear when using the filter in the
document list and the Type drop-down list within the document card. The document type
can no longer be selected when creating a new document but it will not affect any
documents of this type that were created in the past.

How to Create a new Document Type

1. Go to View - Settings - Company and click on the Properties register button.
2. Select Document type and click Edit.
3. Click New.
O Dacument type @
Description of document type | Mew document
Detault save lacation Company database catalogue E
Clients 033000640 ocuments',
Document templates nat linked to Document templates inked to document
document type type
CaALCULATION 1.XLT - -
EMPLOYEE.DOT 2y EST%E;SSID'ETTEH et
Fax.DOT o
i WINDOW A4.00T
POWERPOINT TEMPLATE.POT
PROJECT.MPT
Human Resources
Canfidential
Inactive
0K Lancel
4. Enter a suitable name in the Description of document type field.
Choose where the Default save location will be, from the drop-down menu for this.
6. Select the document templates to be linked to this document type using the Document
templates not linked to document type and Document template linked to document type
boxes via the arrow keys.
7. Indicate any limitations on user access through ticking the Human Resources, Confidential
and Inactive boxes.
8. Click OK.
9. Confirm that you want to save the changes by clicking Yes.
10. Click OK.
~
i

< Note! If you have created a new document type by right-clicking in the Type drop-down
list in the document card and selecting Change in Properties register you need to close
the document card and re-open it in order for the new document type to become
available.




Documents that were created before you started using Mamut or documents that, for some
reason, were created outside the program can be imported in the Document Register to
provide you with a better overview over all your documents. Documents you import can be
linked to a contact, an employee or a project.

g Note! The program supports the import of all file formats but please remember that

you will need the file-related programs installed on your machine in order to be able to
open the documents.

During the importing of a document, a document card opens where you enter information
about the document you are importing. Some information will be filled in automatically,
depending on the settings you have made in the User Settings for Documents.

If you are importing several files at once you will receive a pop-up note informing you that
you can fill in common information for the documents you are importing in a blank product
card that opens during the import.
9 Remember that you select several documents at once by holding down the [CTRL] key
on your keyboard and at the same time clicking on the files you want to import.

During the import, the document names are checked to see if they already exist within the
program. If a matching name is found you will be notified about this and told which files are
not being imported. If you would like to import a document that appears to exist in the
program already, you can import the single document again and change the document
name.



Ll R o

How to Import Document Files

Select View - Document and click Import document(s).
Browse for or select the document/documents you want to import.
Click Open.

Fill in any information you want to record about the document in the document card that
opens.

The program checks whether any of the files you have selected already exist. Only the
document name is checked. If it already exists, a message will be displayed showing the files
that will not be imported.

Click Save and close the document card.
=

'%Furthermore, you are able to import documents with the help of the appropriate button
in the Document tab in the Contact, Company contact, Activity, Project and Employee
Register modules.

Importing using Drag & Drop

Documents can also be imported via the 'Drag & Drop' method. For this you need to open
Windows Explorer so that you can see and select the file you wish to import into Mamut. At
the same time you need to have the document list in Mamut open. Now hold down the left
mouse button and drag the document from Windows Explorer into the document list in
Mamut.

Remember that you select several documents at once by holding down the [CTRL] key on
your keyboard and at the same time clicking on the files you want to import.

¢ Tip! You can also import documents by going to File - Import - Document - Import
document(s).




Skype Integration

@ With Skype you can ring contacts from their contact or contact person card. You can
also receive calls. If the contact is registered with a Skype name and Skype number in the
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.

What is Skype?

Skype is free software that can be downloaded from www.skype.com. With Skype you can
call other Skype users for free, and send direct messages to other users. You can also call
regular landlines and mobile phones, but you are required to purchase credit to do so. The
program is installed on your PC and you require sound equipment on your machine in order
to make and receive calls. You can even get special telephones with Skype software
installed.

Skype name

The Skype name is the name users are given when they register with Skype. The name is the
user's ID when Skype users are contacting one another. You register this Skype name for
your contacts in the contact and contact person card.

Skype number/Skypeln

You can order the Skypeln service with Skype. Skypeln gives you a regular telephone
number, which means that others can ring you on a 'regular' number from any type of
phone. You will receive your Skype calls regardless of where you are.

SkypeOut

If you purchase SkypeOut credit, you will be able to call regular landlines and mobile phones
nationwide and abroad from Skype.

Other services

You can order services that allow you to call regular landlines and mobile phones at home
and abroad. You can also order a telephone number - a Skype number - so that you can
receive calls from non-Skype phones. You can find more detailed information on Skype on

its website at www.skype.com.


http://www.skype.com/
http://www.skype.com/

What you need to get started

Skype installation: You need to install Skype on the same machine as your Mamut Business
Software and you will need to register yourself as a Skype user. If you would also like to call
regular landlines or mobile phones and not only other Skype users, you will have to
purchase some Skype credit/SkypeOut. If you would like that non-Skype users can call you
from a land line or mobile phone, you will need to get a Skypeln number. Find out more
about Skype on their home page at www.skype.com.

Network: Skype needs to be installed on the machines of all users who will use this
function.

1. Select Skype as TAPI in Mamut Business Software.
This can be done under Settings - Other Settings - Other programs in the tab Other
settings. Tick the TAPI box and choose Skype from the drop-down list. Allow the program to
use Skype if you should receive a warning about this.

O Other Pragrams @

Setlings

This window shows you which programs on the computer your program can connect to, the
path ta your document directony and the computer settings for e-mail and fax.

Installed programs Other Settings
Fax o
Prinker driver for fax I_l
To access an outside line, dial:
Telephone
7] TARI Skype E

To access an outside line, dial:
E-mail
| & MAPI-based program has been installed.
| Uze Rich Text Fomat [RTF) when editing e-mail.

List separator

o [ Cancel |[ Heb |

2. Enter the Skype name for all your contacts that are using Skype as well. You will find the
registration field together with the regular Telephone numbers in the Contact card. You can
also add a Skype name to a Company contact.

Q@


http://www.skype.com/

g Note! The Skype name is used to call other Skype users. The Skype number (Skypeln) is

required to call a Skype user from a regular landline or mobile phone. You do not need
this number for your contacts if you are ringing them through Skype.

When you activate Skype you will receive a message from the program asking if it should
allow Mamut to call. If you at any point answered No here, you can undo this setting in
Skype under Tools - Options - Privacy - Manage other programs' access to Skype. Please
refer to the Skype home page www.skype.com for more detailed information.

In help (F1), you can find more information about Skype integration.


http://www.skype.com/

Project

The project module has been organised with project management in mind. You can register
new contacts, orders, activities etc. through the various tabs in the project register. This
module is closely integrated with the other modules in the program leaving you to decide

whether you want to work project orientated or not.

The project register can be opened by selecting View - Project - Project Register. You can
select whether you want the project list to open automatically when you open the project

module by selecting View - Settings - User - Settings per Module - Project.

O Praject Register

DWEX9 LT Tk « » 3|l o FS @ Qe Status

Ma. / Project Class EXT -1 Type Extemnal lz‘ Pricrity

12)

Mame Mulra real estate % Complete i) Iz‘ Fesp.

Description Refumishing of floor 2 Departrent [none] lz‘ Inactive

Planned start date 0z.08.2000 I:l Actual start date I:l Mates /| Available in Accaunting
— — 123.07.2010 11:29 John smith

Planned end date 30112010 L]  Actualend date [...] important project is complete befare christmas

Flanned duration 121 days Actual duration 0 days

| Budget | | Invaicing | Esternal link lgl

Created by: John smith 22,07 2010, Changed by: Johe smith 23,

[none] lz‘
John smith Iz‘
No lz‘

Contacts | Sales and Invoicing || Purchase || Activities || Documents || Time Sheet Input || Products || Employees || Gantt Chart || Sub-project || Accounting
ENNES x ‘ e | Filter Al lz‘ Default contact | [none] lz‘
Contact Address Telephone Fax Contact Person Telephane Mabile phone Fax =
Jane Black 32 smith drive (2078 434 343

K i b

The projects can be divided into External or Internal projects and only external projects can
be submitted for onward billing. You can define Priority, set the project to permanently or
temporarily Inactive, link to a Department as well as plan project duration and make
comparisons with actual hours spent on the project. You can also define a simple Budget for

the project.

If you have Microsoft Project installed on your computer the Gantt Chart tab will be
available within the project register. In the Gantt Chart tab, you are able to create new
Gantt charts through Microsoft Project which enable you to visualise the duration and

development of the project.

A project can be part of another project. It is then called a sub-project.
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11.

12.
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Integration with other modules

Various contacts and contact persons can be involved in a project. They can be linked to the
project via the Contacts tab in the project register. You can select a contact as Default
contact for easier overview.
¥ Note! You cannot create new projects from the Project tab in the contact module. You
can only edit an existing project by using the Edit button on the tab.

Via the Sales and Invoicing tab in the project register, you can enter new orders related to
the project. In the Purchase tab you can view purchases that are registered with a link to
the project. You can create activities and documents linked to a project, register time sheet
input and link products to the project. You can also link your employees to the project.

Invoicing

You can invoice the project based on two different invoicing methods: Onward billing based
on purchasing and time sheet input and Onward billing based on fixed price.

Select View - Project and Project register.
Click New.

Enter the desired No. / Project class and name as well as a more detailed description in the
Description field.

When you fill out Planned start date and Planned end date the program automatically fills
out the project's Planned duration. Enter the actual start/end dates when you know them.

Select whether the project is Internal or External in the Type drop-down list. If you want to
be able to Re-bill purchases, invoiced hours or fixed price amount, you will need to set the
project to external.

Change the % Complete if this is set to 0. You can create your own percentages in the
Properties register by right-clicking the mouse and choosing Change in properties register.

Select if the project is linked to a department.

Enter the project's Priority in the drop-down list.

Select the employee in your company who will be Responsible for the project.
Enter Notes if necessary.

The Available in accounting check box is defaulted to this setting. Un-check this if you do
not want the project available in the program's accounting modules.

Click on the Budget button to enter budget numbers for the project.

Click this icon to enter the project's URL should it have a website.
You can add more information under the tabs in the bottom half of the Project Register.

Save the project.
f



= By clicking on the User settings icon in the toolbar you can adapt the Project module to
your needs. You can also select View - Settings - User - Settings per Module and Project to
open this setting.

The screen contains the tabs Default Setup, Contact person and Tab.

Default setup

You can select between three prefixed settings.

Simple: Simplifies the screen as much as possible and shows only a few fields.

Normal: Shows the most common fields and makes standard default settings available.
Advanced: Shows all available fields and more functionality.

If you want to adapt the screen you can do this under the Tab setting. Click the actual
button to make your selection. If you wish to customise the screen you can do this under
Tab.

Project card
This is where you decide what Default values to apply for a new project.

You can enter Planned start date and Actual start date, or you can select to use the
Program date instead by ticking the appropriate box. Choose whether you want new
projects to automatically be set as 'Internal’ or 'External’ in the Type drop-down list. The %
Complete field defaults to 0; you can, however, choose other options from the drop-down
list.

If you want the Priority, Department and Responsible field filled in automatically for new
projects, make your default selection here.

The Available in accounting check box is ticked by default, but if you do not want the
projects to be available in the accounting modules, you can simply de-select the box.

Under Other, you can select whether you want the project register opened automatically
when the Project card is opened. This might be useful if you are working on several
projects.

Enter information about the user and the time when the note is entered is selected by
default; you can un-tick the box if you do not want this information to show.

Tab

You can decide what tabs are to be shown in the Project module by selecting the
corresponding tab boxes. We recommend that you do not select the tabs that you do not
use, to obtain a better screen overview.

Under Other you can also decide whether the totals for Sales/Invoicing and Purchasing are
to be shown incl. VAT.



In the Project Register, you can register projects and keep an overview of the many
Contacts, Sales, Invoices, Quotations, Activities, Documents, Time sheets, Products,
Employees, and Sub-projects linked to the project. It could prove helpful to use the Project
register in order to be able to monitor expenses and revenues linked to a project as well as
being able to see whether or not the project is profitable.

() Project Register EI@
DEEAX2 |2 T Tk« bl = 0|FS @ e Status | nons] []
Na. / Project Class EXT -1 Type Enxtemnal lz‘ Pricrity [none) lz‘
[2]
MName Mutra real estate % Complete 1] lz‘ Resp. John smith lz‘
Description Fiefurnishing of flaar 2 Department [none] lz‘ Inactive No lz‘
Plarned start date 02.082010 EJ Actual start date: EJ Haotes Available in Accounting
— — |23.07.2010 11:29 John smith
Planned end date 3011.2010 LJ Actual end date LJ Important project is complete before christmas
Planned duration 121 daye Actual duration 0 daps
[ Budoet | [ invoicing | Estemal fink @) Created by: Jahn smith 23.07.2010, Changed by: John smith 23,
Contacts ” Sales and Invoicing ” Purchase ” Achivities ” Documents ” Time Sheet Input H Products | Employees | Gantt Chart ” Sub-praject ” Accounting ‘
b 55 =
First name Middle name Surname Job Title Department  Telephone tdobile phone -
Emily ] [ Jones Finance Corrultant Depatment] D2075 343 343 077 3343 3433
B ¢

T In User settings for Project you can define default values for several of the fields in the
top half of the project card. When setting up default values you avoid having to fill out
information that is the same for all projects.

i

¢ Note! A project cannot be deleted if it is referenced in other modules. If the project is
no longer active you can set it to Inactive in the Status drop-down menu.

17l The Project status button provides an overview of the displayed project. You can view
all registered hours as well as orders and purchases that were made in connection with the
project.

£ ] By using the Change Status button you can change project status and register the date
and time it was amended.

B The Project Status overview button provides an overview of the status changes that
have made through the Change Status button. You can view date, status and duration for
each status the project has had.



The Status drop-down list in the upper-right corner of the window indicates the current
status of the project. When you open the project module, the last changed project will be
displayed. You can use the drop-down list as filter if you want to open other statuses. Read
more about how to use the drop-down list in the chapter "Getting to know the Program" in
the introduction manual "Settings, Reports and Filters".

More information about the fields in the main window can be found in the section "How to
Create a New Project".

The Project Register tabs

Contacts

The Contacts tab lets you link contacts to projects, delete links between projects and
contacts and edit existing contact information. It is also possible to e-mail contacts directly
from this tab.

@ Tip! You can right-click inside the list; this will give you direct access to Go to contact
and contact person and to sending an e-mail among other things.

=% Click Link to create a link between a contact (includes contact persons) and a project.

Select which contact and contact person you would like to link to the project in the opening
screen. Telephone and fax numbers are automatically included.
=

X You can delete the link by clicking on the Delete button. This action will not delete the
actual contact, just the link.

Filter: For a quick overview of the customers and suppliers involved in the project, select
Customers or Suppliers from the Filter drop-down list. This acts as a filter and will provide
you with the information you need.

Default contact: You can select a default contact for the project in the Default contact drop-
down list to the right in the tab. The contact you select here will display in bold type in the
top part of the contact card.

==lClick on the Send E-mail button to send an e-mail to the contact you have marked in the
list.




Sales and Invoicing

The Sales and Invoicing tab is where you register new orders related to the project. To
access it go to View - Project - Project register - Sales and Invoicing.

The two columns furthest to the right, Total excl. VAT and Total project excl. VAT, may
show different sums, because:

= By selecting the check box Project under User Settings in the Sales and Invoicing
module, the Projects column appears under the Product lines tab. The column allows you
to specify which project each product included in an order belongs to. This means that an
order can be classified as one project in the Project drop-down list in the upper half of the
order card, while the products in the order can be registered to other projects.

For this reason you have two separate columns in the Sales and Invoicing tab. The column
Total excl. VAT shows the total amount of all products included in the order, while the
Total project excl. VAT column shows the amount for the products belonging to the specific
project included in the order.

The Filter drop-down list acts as a filter, providing you with an overview of various order
and offer statuses.

] Click New to create an order related to the project.

In the screen that opens select contact and company contact. The Sales/Invoicing module
opens automatically with the contact information.

View the chapter on Sales/Invoicing for a detailed explanation on how information is
registered. When you have completed the order you close the module and return to the
Sales/Invoicing tab in the project register.

= Click the Edit button to change an order you created.
o

The Created from drop-down list enables you to see where the order was created. Available
options include viewing All orders regardless of where they were created. You can also filter
orders registered in the Sales and Invoicing module. If you select Sales and Invoicing from
the pull-down menu, the orders that were marked with the particular project in the order
card, will show in the list on the tab. You can also select Project register and filter orders
that have been created in the Sales and Invoicing tab in the Project register.



Quotation

In the Quotation tab in the projects register you can view and create new Quotations
related to that Project. If you want to create a repeating quotation click the arrow next to
the New button and select Quotation repeating from the drop-down menu.

g Note! The Status drop-down list in the Quotation tab acts as a filter. The choices you

make here determine what is shown in the tab. If, for example, you select Quotation
repeating, the tab will only show group quotations and no other categories.

From the Status drop-down list you can filter and view all quotations in a given status.

2] Remember to click the Update button after changing status.

Purchase

The purpose of the Purchase tab is to give you an overview of purchases made in
connection with the project. You can also make changes and create new purchase orders
here.

1 You can create a new purchase directly from the tab card by clicking on New. This will
open the purchase module for a new purchase, where the contact information from the
supplier’s contact card has been automatically entered already.

= Ifa purchase is already linked to a project, you can make changes to it by clicking on
the Edit button.

Filter

For a quick overview on purchases involved in the project based on status, use the Filter
drop-down list. This acts as a filter and will help you find the information you require.



Activities
In the Activities tab you can create new activities linked to the project, edit activities
already created/linked, or delete activities.

If you have made any changes you will need to click the Update button to update the list of
activities shown.

In the Type drop-down menu you can filter by the type of activity you would like to see in
the tab. This may be practical to use if in time the project fill up with registered activities.
You can also select whether you would like to see All, Completed or Incomplete activities.

1 Click New to open the Edit activities window.
Enter all required information in the Edit activities screen.

Select which contact the activity involves by clicking on the Link button. You can also select
a contact person from the drop-down list.

Click OK to update the list in the Activities tab.

= select the activity and click the Edit button to make any changes. The Edit activity
screen opens and you can make the changes you need.
~f

Documents

The Documents tab is where you can create documents connected to the project. You
might need to send the same document to several contacts involved in the same project. If
this is the case, click the button Merge document in the window New document.

# Be aware that if you decide to unlink one document from the project, this action won't
delete the document from your machine, just the link to the document.

v Note! In the Filter drop-down list you can select which type of Microsoft document you
want the list for an overview of. The filter allows you to select all documents or

documents created in Microsoft Excel, PowerPoint, Acrobat, Word or Other.

'% You can import documents by clicking on the Import button. Read more about
Importing documents in a separate section.

Read more about how to create documents from this tab through the Documents tab in the
Contact register.



Time Sheet Input

The Time sheet input tab provides an overview of the hours worked that are registered to a
project. You cannot register new hours, but you can make changes to the existing time
sheets.

To register new hours, select View - Time sheet input - Time Sheet Input.

i

« Filter! To obtain an overview of the hours in each project related to certain statuses,
you can make a selection using the Filter drop-down list. The list acts as a filter and by
using it, the list will show only the information you are looking for.

Products
In the Products tab, you can link products to projects, change product information and

delete links between projects and products.

¥ Note! You cannot create new products from this tab.

Employees

In the Employees tab, you can link your employees to the project by clicking on the Link
icon.

To edit employee information, select the employee from the list and click Edit. This opens
the Employee Register and the employee card will be displayed. You can then make the
changes.

If an employee is no longer involved with the project, select the employee from the list and
click Delete.

g Note! The employee must be registered in the Employee Register first.




Gantt Chart

¥ Note! You must have Microsoft Office Project® installed in order to activate the Gantt
chart tab. To ensure Mamut has detected this program go to View - Settings - Other
Settings - Other Programs. You can then see an overview of the programs Mamut has

found on your computer. Click the Search button to update and add changes to the list.

Microsoft Project provides you with a visually enhanced tool to help you effectively manage
a wide range of projects and programs. It can help your company to ensure it meets crucial
deadlines, with selecting the right resources and to simplify, plan, manage, and collaborate
with individuals, teams and the entire company.

In the Gantt Chart tab within the project register, you are able to create new Gantt charts
which enable you to visualise the duration and development of the project. To access this
tab, go to View - Project - Project Register - Gantt Chart. Once you have created a new
document and entered the required information, simply click the Create/merge button in
order to open the Gantt chart. Here you can plan the duration of the project and divide it
into sections. This way it will be easier to estimate the amount of time the project will take
altogether.

1 You can create a new Gantt chart by clicking the New button. The New document
screen will open and you can register information about the project.

=1 You can edit the document information by clicking on the Edit button. The edit
document window will open and you can make the required changes.

L% You can open the document by selecting it and then clicking on the Open document
button. The document will then open in Microsoft Project where you can edit and add
information as required.

P You can delete a document simply by selecting the Delete button.

2] You can update the document with the latest information by clicking on the Update
button.

¥ Note! Itis particularly important that you fill in the Heading field when you create a

new document. When you click the Create/merge document button, Microsoft Project
will open.

Once you have created a new document, you can enter and edit plans for the project and
any other additional information within the Gantt chart in Microsoft Project. You can, for
example, edit the task name, main and sub items, along with the duration, including the
start and finish dates. Once this information has been entered, you will be able to see a
visual overview of the project.

¥ Tip! It may be wise to divide the project up into several smaller components. The final
Gantt chart will show the project's total duration including minor stages.




Sub-project

The Sub-project tab provides an overview of all sub-projects that are part of the project and
any other projects that the project is part of. There is a direct link between this tab and the
selection defined via the Part of functionality.

g Example: July-sales could be part of Summer-sales. In the Project list for July-sales you

select Summer-sales from the button Part of. When you look at the Sub-project tab in
the Summer-sales project list, you will see July-sales listed.

Sub and Main projects

The New button (to the left of the tab) and the Part of button (to the far right of the tab)
have opposite functions:

You click the New button to create a new link to a sub-project in order for the specific
project (displayed in the top half of the project card) to become a main project. If you click
the Part of button, the specific project is linked to another main project. Occasionally it is
necessary to use both buttons. If, for example, the project that is displayed in the top
project card is named 'January', you can link the sub-projects 'week 1', 'week 2', 'week 3'
and 'week 4' to this by clicking the New button. Simultaneously, you can link 'January' to
the larger main project 'Winter' by using the Part of button to the right in the tab.

Accounting

The Accounting tab gives you an overview of all journal entry lines in Financials and/or
Journal Entry that are linked to the current project. You can select to view content by
accounting year, source, journal type and/or type of account. This is done with the help of
the drop-down list in the top-left.

=] By clicking on the Go to invoice button (F9) the highlighted invoice will open. You will
only be able to click on the button if the select item is an invoice.

If the item is linked to a purchase you can click on the Go to purchase button (F7) to see
more detailed information about the purchase in the purchase module.

0 The Go to journal button (Ctrl+Shift+G) takes you to the Financials where you can take
a closer look at the journal entry for an item. The button will only become available for
journal entries that have been transferred to the financials.

& Tip! You can select which of the tabs you want to display in the user settings.

The system administrator controls whether a user will be able to view this tab through the
access controls.



The Invoicing button is shown in the project card when External is selected in the Type
drop-down list. You can specify the invoicing method in two ways.

y

& Note! You can make a selection only once for each project, which cannot be changed
once it has been made.

The two options are: Onward billing based on purchasing and time sheet input and
Onward billing based on fixed price.



Onward Billing Projects Transactions based on Purchasing
and Time Sheet Input

You can use Onward Billing based on purchasing and time sheet input, providing you have
registered the necessary information in the Purchasing and Time sheet input modules in
advance.

1. Click the Invoicing button to indicate the project's invoicing method. Select

Onward billing based on purchasing and time sheet input from the drop-down list and click
OK.

2. Click the Search button if you want to register a bank account for this project.
If you leave this field empty, the account which is entered in the Account no. on invoices
field under View - Settings - Company - Financial Settings will be used for the project
invoices.

3. Enter a Fixed text on invoice if you want all invoices for this project to have default text.

4. 1 Click New to create a new line in the Invoicing plan. A new line will be inserted where
you can select Status and Amount as well as a Comment.

5. Click the Invoice button to open the invoicing wizard.

6. Follow the five step wizard to complete the invoicing process. Enter contacts, purchase
lines, time sheet input, status reports and default information linked to the project.

Click the Search button in the wizard's first screen to select the contact (and company
contact) you wish to create an order for. Click Next.

8. The products that can be invoiced are displayed in the Not included field. Select which
product/projects you wish to invoice and click the arrow button that points to the right. The
products will be registered on the invoice. Click Next.

9. Select which hours from time sheet input should be invoiced in the next level of the wizard.
The process is the same as for products.

10. Click Next.

11. Click Complete to create an order.
of
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< Note! The Invoicing plan provides you with an overview of invoices linked to the
project. There is only one field for user defined information and you can decide whether
you want to enter information or not. No information is transferred to other modules
from here.




Onward Billing Project Transactions based on Fixed Price

The amounts you enter in 'Onward billing based on fixed price' will override the ones that
are registered in the Sales/Invoicing and Product module.

Click the Invoicing button to indicate the projects invoicing method. Select

Onward billing based on fixed price from the drop-down list.

Click the Search button, if you want to register a bank account for this project.

If you leave this field empty, the account which is entered in the Account no. on invoices
field under View - Settings - Company - Financial Settings will be used for the project
invoices.

Enter a Fixed text on invoice if you want all invoices for this project to have default text.

J Click New to create a new line in the Invoicing plan. A new line is inserted where you
can select Status and Amount as well as a Comment.

Click the Invoicing button to open the invoicing wizard.

Follow the five step wizard to complete the invoicing process. Enter contacts, purchase
lines, time sheet input, status reports and default information linked to the project.

Click the Search button in the wizard's first screen to select the contact (and company
contact) you wish to create an order for. Click Next.

The lines you entered in the draft order are displayed in the Not included field. Select the
line/lines you wish to invoice and click the arrow button that points to the right. Click Next.

Click Complete.
of

y Invoiced total! The Invoiced total shows the total amount you can invoice for. You will
receive a quick overview of the various amounts as well as being assured that the
amount you enter in the Invoiced total is not overridden. The program will warn you if

you try to invoice an amount higher than this.
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6’ The functionality described in this chapter may be either partly or fully available
within your program version. You will find a detailed overview of all of the functionality
included in all Mamut products on our website at www.mamut.com/uk/functionality.

If you are unable to find the answer you are after within this chapter, you can refer to the
More Information chapter where you will find tips on how you can get further help.

If you wish to order or receive more information regarding Mamut products, you can
contact our sales department at sales@mamut.co.uk or by phone on 0207 153 0900.



www.mamut.com/uk/functionality
mailto:sales@mamut.co.uk

The Product Module

=]

= For a company with thousands of products, hundreds of suppliers and numerous
warehouses, it is crucial to have control of every aspect concerning product handling. For
example, prices, suppliers, possible discounts, warehouse locations and stock. In the
Product & Warehouse focus area you will find a complete overview of these components.
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In the product register you enter all data about your company's products. This makes
registration of orders and purchasing efficient, as the product information is imported from
this module. From within the product register you are able to control the ways of using a
product.

Methods of use and functions controlled from the Product
Register

Below are some of the methods of use and functions that can be controlled from the
Product Register. It is important to consider how the product will be used on creation as
this will save additional work at a later stage.

Pricing/Discounts: A product can either have one price or several differentiated prices

governed by date. By using a price calculator you are able to add a mark up to your product
prices. You can specify expenses both as factor and percentages, and find out how the price
will be influenced when for example the purchase price, expenses or the sales price change.



Warehouse: If your program function includes the warehouse function, you are able to
enter your stock into the program. This includes functionality for stocktaking, multiple
warehouse locations, serial number handling and best before dates along with
consignments and product reservations.

Supplier/Purchasing: Suppliers usually have their own terms, prices and codes for the
product you order from them. The product register contains options to help you keep track
of pricing and conditions from several suppliers offering the same product.

Product bundles: If the company offers products containing several components, the
product can be defined as a Product bundle. Imagine a company offering an office solution
comprising two book shelves, one chair and a desk. The combined product will be defined
as a product bundle. The chair, the desk and the book shelves are defined as components.

Product variation: If the company sells products that are offered in several variations, e.g.
with different colours or sizes, these can be entered as variations of a product. Each
variation can have its own price, warehouse handling, product information etc. This is
controlled through the Variation settings. It is important that you specify variation settings
before you create variations in the product register. When a product has variations, the
product itself will be called a main product, for which you can no longer enter any
transactions.

E-Commerce: If you have a licence for E-Commerce, you can sell your products on the
Internet, retrieve the orders from there, and further process them within the Order/Invoice
window. Your webshop will be directly connected to the Product register through the
Website settings. You select whether the product will be for sale in your webshop as well as
what product information will be displayed.

Intrastat: If you use Mamut Business Software for Intrastat statistics reports, enter the
product's Intrastat Code under the Miscellaneous tab.

Printouts: =] The product information can be printed directly from the Product register as
product labels and can be sent to the printer, e-mail, fax, transferred to Microsoft Office
Word or to preview. If you have a Pdf printer you can transfer them to a file in Pdf-format.

Product name in several languages: One product can be displayed in multiple languages
within printouts.

Other product options

For a company that sells many products it can be very time consuming to maintain the
product register. The more fields you use to control your user settings for the products, the
more maintenance is required. By using the Change value wizard you can update most
fields for several products at a time, saving you a lot of time.

For those who have warehouse products, there is a Stock taking option within the
Warehouse section.



Product settings

In addition to the options mentioned above, there are several general settings for each
product. For example, settings for how the product is treated in terms of integration,
purchasing, sales and warehouse. These are applied through the Settings tab within the
Product Register.

Within the user settings for product you can decide what to display in the windows. You can
also make a few selections that will simplify the registration process.

In the company settings, the user settings are controlled for all users. You also set what
default values are to be applied every time someone creates a new product.



How to create a new product

1. Goto View - Product - Product Register.

2. Click New to create a new product or click the arrow next to the New button.

3. Select the type of product you want to create in the pop-up window.

Note! The window will not be displayed if you previously selected not to display it again. If
you have chosen not to show the window, you can create a new product according to a
registered template by clicking on the arrow beside the New button and selecting a
template from the drop-down list.

4. Change the product number if you do not wish to use the suggested one. The change must
be made before you save the product.

5. Enter the desired product name in the appropriate field.
6. Complete the fields relevant to the product.

7. Complete the relevant information for the product within the tabs in the lower section of
the Product Register.

8. =l Click Save in the toolbar at the top of the screen once you have registered all desired
product information.

~

& Tip! All products are automatically numbered in a logical number series. These numbers
can be overridden and can also be alphanumerical (contain both letters and numbers).




The Product Register
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The Product Register consists of two sections, similar to that of the Contact register. The
upper section contains general information about the product. The lower section consists of
tabs with more detailed information about prices, discounts, suppliers and various stock
values.

If there are fields or tabs that are not displayed, or which you do not want to be displayed,
you can change this within the User settings for Product. You can specify which functions
are available in the product register within Company Settings for Product. You will also find
settings for integration with the webshop.

When you open the register for the first time, the Customisation of functions window will
open. It is important that you select which functionality your business is using so that the
Product Register can be adjusted according to your company's needs. These adjustments
can also be made within the company settings, which you will find under View - Settings -
Company - Settings per Module - Product.



Field Descriptions

Product No.: All products are automatically numbered in a logical number series. These
numbers can be overridden and can also be alphanumerical (contain both letters and
numbers). It is not possible to change the product numbers for those products that have
already been created and are in use. Most other fields on a product card can be changed
after they have been created. You can also use the Updating a Selection of Products wizard
to change the same value for several products at the same time.

Product Name: Here, you enter a suitable name for the product. By clicking on the browse
button to the right of the field you may also register the product name in other languages if
you are planning to sell or buy the product abroad.

Delivery time: Register the expected delivery time here.

Weight: Register the weight here. Grams, kilos or tonnes can be selected from the pull-
down list.

Volume: Register the product’s volume here. You can choose between mm3, cm3, dm3 or
m3.

Product category: Select your preferred category from the drop-down list. Product
categories are also searchable. You can also remove, change or add categories in the
Properties Register.

Unit: You can select the desired unit here. New values for unit can be registered in the
Properties register.

Qty. per unit: Register the quantity per unit here.

Product group: Select the product group which the product is to belong to here. New
product groups can be created in the Properties register.

Sub-group: Select the sub-group for the product here. There can be up to 4 levels of
product groups and the number that can be displayed on the product card depends on the
settings you have selected in Company settings for product in the Default values tab.

Output VAT: State the output VAT rate for the product.
Input VAT: State the input VAT rate for the product.

Editing or adding information in the Properties Register

You can remove, change or add categories, units, product categories, product groups and
sub-groups in the Properties Register. You can right-click in the fields containing options
from the Properties Register and select Change in properties register. This opens the
Properties Register so that you can change or add new alternatives directly there.

You can also access the Properties Register by going to View - Settings - Company -
Properties Register.



The Product list is a list that shows all or a selection of products in the Product register. The
Product list is used to select which products one wants to look more closely at or used
when selecting products that are to be included in quotations, sales orders or purchases.

You can customise the product list to your needs in User settings for Product. The settings
here will be common for the various modules in the system.

How do you change how the product list is sorted?

By default, the Product list is sorted by product number. You can easily change how the list
is sorted by clicking on each column’s heading. The list will then be sorted by the selected
heading. The selected column is displayed in bold text.

How do you change which products are displayed in the list?

By default, All products (not inactive) will be displayed when the product list is opened. You
can select which products you want to be displayed within the product list, from the pull-
down list in the top right corner, and in this way limit the number of products displayed. For
example, you can choose to only display Campaign products, Stock items, Product bundles,
inactive products or a specific product group.

“T' In the User Settings for Product you can select that the product list only display
products linked to the supplier selected for that purchase, when opening the list from the
Purchase module.

& Tip! You can export a number of lists and tables to Excel via a right-click menu. You can
create a filter for a list, then right-click - and have this selection exported to a report,
which opens directly in Excel. Please note that the file is a temporary one. If you would
like to keep the report, you will need to save it.




Price
Under the Price tab in the Product register you define the product's sales price.

Depending on your settings defined in the company settings for products, you can track the
price history for products and add several different prices determined by date. Additionally,
you can add fixed prices in different currencies, if you have activated this via the company
settings for products.

¥ Note! If you don't activate these settings, you can only have one sales price. The Price
tab will then be displayed in a more simple view, where you can directly calculate your
sales price. Click Price Calculator, if you want to use the advanced options of the price
calculator.

Product prices with price history

If you have activated the company setting for price history, each price is being displayed in a
separate line. The actual price is in bold whereas historic and future prices are shown
normally. Prices in different currencies are displayed in the Sales price and Currency
columns below the respective price line.
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i you want to add a new price, click New. The price calculator will open. Here you can
specify expenses, gross profit (both as factor and as percentage) and sales price, and
discover how the price will be affected when, for example, the purchase price, expenses or
sale price is changed. If a sales price has been defined before, the values will be inherited
from the actual sales price.

= f you want to adjust an existing product price or if you want to add/adjust a fixed price
in a different currency, select the price line and click Edit. The price calculator will open and
help you to edit the price.

o Tip! You can change a sales price directly in the company database currency and also in
the different currencies by double clicking the respective price line.




Show on external price list: Select this option if you want the product to be displayed in the
external price list. The list can be printed out for individual customers with specific discount
information, etc.

Override cost price in sales module: Select this option if you want to be able to change the
cost price on product lines in orders.

Surcharge: If you have activated The company sells products with environmental tax or
other special charges in your company settings for products, this drop-down list will be
displayed. Here you can add the product to a surcharge group.

Discount

You can offer discounts on each individual product based on various criteria defined in the
Discount tab in the product register. The tab can be accessed via View - Product - Product
Register - Discount.

Different Discount Types in the Discount Tab

Product has no discounts: Select this check box if you do not wish to associate the product
with any discount. The option removes all discounts linked to the product, including
discounts defined for the product group in the discount register.

No individual discounts for product: Select this check box if it should not be possible to
register an individual discount for this specific product. Please note that a discount will be
applied for the product if you have defined a discount for the product group in the discount
register.

i

& Note! You can overrule these settings in the Sales/Invoicing module by manually
entering discounts directly on the order line. The discount entered here will overrule all
other discounts. This is possible because of the discount hierarchy that is used in
Mamut Business Software.

The Discount tab contains three additional tabs:

= (Category
= Contact
= Quantity

Use these tabs to create different combinations of discounts.

i

< Note! You must first activate these discount types in the company settings for product.
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You can offer discounts to one or more customer categories. You can assign your contacts
to different categories via the Category drop-down list in the contact management module.

Select the Category tab and click New.
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The To Date field lets you choose when the discount will expire. If you do not enter a date,
the discount will be applied until you delete the discount line.

In the Category drop-down list, select the customer category that will receive the discount.

Tip! If you wish to enter a new discount for the same category, you must first delete the old
discount for that category before you can register a new discount.

Select if you wish to offer the Discount in % or as a Fixed Price and enter the value.

Click OK to save the discount.
w

a a q q e o
Yo In the discount register, you can access a discount matrix where you can predefine
discounts for various combinations of categories and product groups.

Contact

You can also offer discounts to one or more individual contacts.



1.

Select the Contact tab and click New.
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The To Date field lets you choose when the discount will expire. If you do not enter a date,
the discount will be applied until you delete the discount line.

In the Contact field, enter which customer will receive the discount. You can either enter
the contact number directly into the field, or click the search button to the right of the field
and select the contact from the contact list.

Tip! If you wish to enter a new discount for the same contact, you must first delete the old
discount for that contact before you can register a new discount.

Select if you wish to offer the Discount in % or as a Fixed Price and enter the value.

Click OK to save the discount.
o

& Tip! You can define discounts for both categories and specific contacts. If the normal
"distributor" discount is 15%, you can for example choose to give an extra discount to
certain distributors. This is related to the structure of the discount hierarchy in Mamut
Business Software. Read more about the discount hierarchy in the "Sales Follow-up"
chapter.




Quantity

You can offer quantity discounts on your products. Quantity discounts can either be offered
in Steps or From first number. For example, if you select Step, you can decide to sell the
first 500 units of a product with a 5% discount while the following 1000 units will be sold
with a 7.5% discount.

If you select From first number, the same discount will apply to the entire order.

Select the Quantity tab and click New.
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The To Date field lets you choose when the discount will expire. If you do not enter a date,
the discount will be applied until you delete the discount line.

In the Quantity from field, enter the quantity that will trigger the discount.

Tip! If you wish to enter a new discount for the same quantity, you must first delete the old
discount before you can register a new discount.

Select if you wish to offer the Discount in % or as a Fixed Price and enter the value.

Click OK to save the discount.
=

y Note! If you use a Fixed Price when defining a discount for category, contact or
quantity, the system will by default select the lowest value of the Fixed Price in the
discount register and Sales Price in the price calculator. You can override this from the
company settings for product, so that the fixed price works as a mark-up.

If you have selected fixed price for any of the above-mentioned discounts, any other
discounts will be added in addition to other discount types.




Warehouse

Warehouse is linked to the Sales management module. The stock will therefore
increase/decrease in accordance with purchases and sales. The tab is only available if you
have specified that your company keeps products in stock within the company settings.
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The only items that can be edited directly within the columns are the Max and Min stock in
the warehouse, as well as the Purch. level and No. purchased. .

_1 New: Create a warehouse link in order to sell the product from the warehouse you have
selected. You are able to create a product link within the warehouse register in the
warehouse module.

X Delete: Deletes the warehouse link.

¥ Go to warehouse: If you click this icon the information window of the selected
warehouse opens.

w If you click the arrow next to the warehouse icon, you can in addition select the following
functions from a drop-down list:

Transfer of goods: If you have several warehouses or locations, you can transfer stock to
one of them.

New stock movement: You can create a new manual stock movement.

Assemble: After you have created a product bundle, you can assemble the bundle in the
warehouse. This function is only active for the product bundle itself (check box Product
bundle with components is ticked on the Product bundles tab). Whenever a product bundle
is assembled, a stock movement in the category "Assembly" is created for each component
used in the assembly.

Disassemble: Here you can disassemble a product bundle in the warehouse. This function is
only active if the check box Product bundle with components is ticked in the Product
bundles tab.

Update stock: If the product is a stocked item, you should make sure that the Update stock
box is ticked.

Def. w.house: The products default/predefined warehouse.



< Tip! The user can select default warehouse for all products in the user settings for
product.

Supplier

Suppliers usually have their own terms of trade, prices and codes for products you order
from them. By linking a product to the supplier(s) you purchase the product from, you are
able to register this information, together with supplementary information for the product.

Please note that the purchase price from the default supplier can affect the purchase price
you register under the Price tab. When updating the default supplier’s purchase price, you
must choose whether or not you want to update the corresponding price within the Price
calculator.

It will be possible to use the information registered in the Supplier tab when purchasing
from relevant suppliers. If the product is linked to a supplier, you can click the button
Purchase this product in order to create a purchase order. If an unprocessed purchase
order already exists for this supplier, you can choose to add the purchase to the existing
order. If you do not wish to add the order, or if there are no existing order, you can create a
new purchase order.

& Tip! When the product has already been included in the purchase order, the number of
this product purchased will automatically be increased by 1.

You can find out more about Supplier links in the Purchase Module section of the
"Financials, Logistics and Human Resources" manual.

Product Bundles

If the company offers products consisting of several components, such a product can be
defined as a Product bundle. One can, for example, envision a company that offers an office
solution comprising two bookshelves, a chair and a desk. In this case, the whole product can
be defined as one product bundle. The bookshelves, chair and desk are defined as
components.

& Tip! You can also use product bundles as templates. Just create a bundle for product
combinations which you often use. You can then enter the bundle into the order and
extract it, instead of adding each product one by one. In addition, you can use this
functionality when different VAT handling on component level is required.

In this tab you select whether the product is the product bundle itself or whether it is a
component that is included within a product bundle. Please note that services can also form
part of product bundles.

Read more about how to create a product bundle in the section "Product Bundles" in the
introduction manual "Financials, Logistics and Human Resources".
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Component is part of a product bundle: Select this check-box, if the product is a
component of a product bundle.

Product bundle which has components: Select this check-box, if the product is the product
bundle itself. A list opens, from which you can select the single components for the product
bundle. Only products with activated Component is part of a product bundle are shown in

this list.

Order/quotation layout, Invoice layout and Purchase setup: Here you can specify the
settings for how the product bundle should be displayed in sales, on invoices and in
purchase orders. Choose Do not show components, if the single components shall not be
included.

Warehouse update, sale and Warehouse update purchase: Choose Update components, if
warehouse transactions will update the components of the product bundle. Choose Update
main product, if you want the warehouse transaction to affect the product bundle itself. In
this case you have to assemble the product bundle before you sell it.

Price regulation: Choose how the price regulation will work: Update cost price regulates
the product bundle’s cost price in relation to changes in the price for components. Update
cost price and sales price adjusts the product bundle’s sales price in relation to changes in
the price for components.

New: Click here, if you want to add a new component to a product bundle.
Edit: Click here, if you want to edit the amount of a selected component.

Delete: Click here, if you want to delete a component from a bundle. You are not able to
delete components in product bundles with stock in warehouse. If the product bundle is
assembled, it must be disassembled before you are able to make changes.



Variation

If your company sells products that are delivered in several variations, for example in
different colours or sizes, these can be registered as variations of a product. Each variation
can have its own price, warehouse handling, product information, etc. This is managed
through the Variation settings. It is important that you specify settings for variations before
you create variations in the product register.

Each individual variation will have a specific product number. You can select whether or not
to display the main product or the variation's product number when invoicing and making
purchases.

g Note! When a product contains different variations you are no longer able to enter

transactions for the main product.

Default variation: Here, you can select which variation is to act as the default when a
customer in the webshop selects to view detailed information about the product.

] New: Creates a variation for the product.

= Edit: This opens the variation card, which gives an overview of all product information
for the variation of the main product. The variable fields will be editable according to the
Variation settings. If they are not editable, they will appear grey to indicate that they cannot
be changed.

I Duplicate variation: Creates a new variation based on the variation product you
highlighted in the list.

C Variation matrix: This full functionality is only available if the main product is linked to
at least one variation attribute, and if the setting for Allow duplicate attributes has not
been selected within the section for Variation Settings of the main product.

& Tip! There is no field for 'supplier's product number' within the variations. If your
supplier uses version handling and needs a unique product number per variation, then
you should be particularly careful when you enter the default supplier's product
numbers as product numbers for the variations once they have been created.

Product Information

Under the Product information tab you can enter Product information, Sales information,
Technical information, information about Support and Production, and Other information.
The Product information tab consists of two notes fields that can be used as information
fields for the product. You can enter several types of information, as described above, and
view two types at the same time.

The information from this tab can be entered into sales orders at a later time. Enable this by
checking the check box Automatically transfer product information to product lines in
sales order.



Webshop

Your webshop is directly linked to the Product register through the Webshop. Here you
select whether a product will be available for sale within your webshop and what product
information will be displayed.

Read more about making a product available for sale in the webshop in the chapter "E-
Commerce".
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Product Information in the Webshop

Should be available for sale on one or more websites: If you wish to sell a product within
your webshop you must check this box in order to make the product available within the
Items in your Webshop list, under Product Selection.

Warehouse Information: From the Warehouse Info. drop-down list, you can select if you
want to display the products' stock levels within the webshop or if you want to display
other types of information. If you select "Description" from the drop-down list, you will be
able to enter a description in the text field.

Description: If you select "Description" from the Warehouse Information drop-down list
(see above), you will be able to enter your own warehouse information text in the field
below.

Show graphics: Displays symbols in the webshop signifying different stock levels such as In
stock, On order, Out of stock. You can select which symbols to use in the Website Settings
in the Settings Webshop tab.

& Tip! In the company settings for product, in the Default Values tab, you can define
Show graphics as activated by default for all new products.




Website List

Default Information: At the top of the website list, default information is displayed. Default
information is not a website; however it gives you the possibility of registering the product's
default web settings. By clicking the button Duplicate the webshop for product, you are
able to copy the webshop to other websites at a later point in time. This feature can be
used if you wish to prepare your products for sale in the webshop prior to creating and
editing the website.

L Website Settings for Product: Opens the window Website Settings for Product
window, where you are able to insert a product image as well as a product description.
Read more in the chapter "E-Commerce".

U

« Note! If you have a licence for several websites, you can vary the website settings for a
product on the websites.

I Duplicate the webshop for product: This button allows you to duplicate the website
settings defined for a product and apply them to other websites, if applicable.

Active: Within the Active column, you are able to check the websites that the product will
be available on. You can check the box when the website has been registered. If you want
to delete a product from a webshop, un-check the relevant boxes within the Active column.
You need to update the website in order to remove the product from the webshop.

Last updated: Displays the time of the last update for the webshop.

Website Settings for Product

Read more about website settings for product in the chapter "E-Commerce".

Settings

You can specify settings for the way each product is to be processed in relation to
integration, purchasing, sales and warehouse. You can for example, specify that the product
is a stock item, resource or service, and specify how the product should be expensed and
which accounts should be used for stock value, product costs and sales income. If you track
products, select the settings for this here.

& Tip! You can change the values below for a selection of products simultaneously by
using the tool Updating a selection of products.




Settings for processing products in other modules

Stock items: Warehouse transactions for purchases and sales are only registered for stock
items. This field gives you the opportunity to define more sophisticated filters when printing
reports and does not affect the way in which the product cost is posted. The settings for
expensing product costs can be found in the Warehouse tab.

Resource: Resources can be linked to an Activity, e.g. meeting rooms, projectors and such.

Work/Services: If you have products that are forms of work or services you may select this
option. This setting can be used for example for statistics.

Campaign product: If you have products that are campaign products you can select this
option. This field is for your own information.

Commission: Select this option if you would like to calculate your salesmen’s pay
registration. If the item should not be included in commission calculations, you need to de-
select it.

Settings for product tracking

The settings are only displayed if you have activated the functions serial number,
consignment number and/or best before date in the company settings for the product
module.

These settings affect warehouse transactions performed within the program.

Serial number: Select this option if you wish to make it mandatory to state a serial number
for transactions into and out of the warehouse.

Consignment number: Select this option if you want to make a consignment number
mandatory for transactions in and out of the warehouse.

Best before date: Select this option if you want to make it mandatory to state best before
dates for transactions in and out of the warehouse.

Settings for posting

Here you can specify how a product's costs should be expensed. If you selected the
Individual rule for updating stock value in the accounts option under the Price Processing
tab of the company settings for product, you can choose to update your accounts at two
different stages/with two different methods. This only applies to products that update their
stock value (stock items).

You can select the accounts that apply to the product from the Balance sheet account for
stock value, Account for stock change and Cost account for product cost drop-down lists.
This can be of use if you would like these accounts to override the settings made on Control
accounts level.

You can also specify the Sales accounts you want for the product here. If the fields are
empty, default accounts will be used.



< Tip! You can change the Sales accounts per Product group in the Properties register. To
do so can make it easier to maintain the sales accounts for a product group as one.
However, if you have entered a sales account directly on the product card, it will
override all other settings.

Miscellaneous

In product register, under the Miscellaneous tab, you can register product information such
as EAN code, Commodity code as well as Project and Departments that are relevant cost
centres for accounting and trading with the product.

The industry's product number: This field can be used where the existing product number
is the same within the industry. The field cannot replace the product number, but with a
keyboard entry or an input on offer, order, invoice and purchase, you can enter the number
instead of the normal product number. You can use up to 20 characters. You can have
multiple occurrences of a similar industry product number. A list of the keyboard entries of
the number in offer, order and invoice will be displayed. You can make the selection on
industry number within the selection window for Product list and Stock taking, as well as
within the Advanced selection.

WWW: For access to additional information about a product, it is possible to refer to an
Internet site. Enter the Internet address in the WWW field. Open the address in a browser
by clicking the button to the right of the field.

Picture: You can insert a reference to a picture of a product. By clicking on the button with
three dots, you can leaf through to the picture file.

Picture 2: Reference to an alternative picture, for example if you have one picture locally
and one on a network resource.

Document: You can enter a reference to a document. By clicking on the button with three
dots, you can leaf through to the document file.

@ Tip! If you are working in a multiuser environment, you should save images and
documents to a file path which can be accessed by all users in the network, if you want
other users to be able to access the files.
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EAN code: Here you can enter the products bar code. Several standards such as EAN, UPC,
ISSN and ISBN are supported. You will be informed as to whether the entry fulfils the
standard criteria.

Intrastat Code: If the product is relevant for Intrastat reporting, enter the product's
Intrastat code here.

Project: If you choose a project on a sales order before the products are entered, the
superior project becomes applicable for all product lines.

Inactive: It is not possible to delete a product that has been used in other components of
the system; however you can decide to set the product as inactive here. To do so, select
Yes. If the product is a component in a product bundle, you can set it inactive and
additionally select a replacement product for the related product bundles. A prerequisite
however, is that product bundles with Warehouse update, sales set to Update main
product must not have stock. Otherwise you would have to disassemble the product
bundle.

[l Product status provides an overview of the current and previous year's sales and
purchases in numbers, as well as the total turnover. You can open this window by clicking
the Product status button.

All figures are given in relation to budget (Sales budget), in addition to the current stock in
terms of quantity and stock value. You also have access to all invoice lines and purchase
orders that have been set up for the product, as well as a list of all customers and suppliers
who have participated in the transactions. You can open these lists using the buttons at the
bottom of the window.



Product Settings

Each individual user can modify the product register for individual use within User settings.
The settings will only apply to the actual user.

The user settings can be accessed via View - Settings - User - Settings per Module -
Product.

Default Setup

This tab allows you to modify the Product register for your own use. You can chose
between three predefined setups.

Basic: Simplifies the screen and displays only mandatory fields.
Normal: Displays default fields and functionality.
Advanced: Displays all available fields and more functionality.

Click on the relevant button to choose the setup. In the Product card you will see the result
of your selection.

Product card

This tab allows you to manually set precisely which fields and tabs you want to be displayed
in the Product register. Note that the default setup changes these settings.

Product list

You can access the Product list from the Product register, Sales and Invoicing and Purchase
modules. Here you can specify the settings you want regarding sorting and selection when
the product list is opened. The settings will apply to all modules in which the product list is
available.
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Sorting when opening product list: Select whether the product list should be sorted by
product number or product name.

Default selection in product list: State the product selection you want displayed by default
when the product list is opened.

Extended product list: Select this if you want information about the product’s price, stock,
gross profit (GP), gross margin (GM), etc.

Show default supplier’s product number in product list: Select this is if you want to see the
default supplier’s product number in addition to your own product number in the product
list.

Show variations in the list of products: This selection shows all variations of a product and
not just the main products within the product list. You must activate the variation matrix in
order to select the variations in Sales/Purchasing and sales orders.

Show variation matrix for main products without duplicate properties: This option opens a
screen when entering the product with variations. The variation matrix gives you an
overview of available product variations, warehouse status, stock etc.

Warehouse

The tab is only available if you have defined that your company keeps products in stock,
within the product company settings.

Default warehouse: If you maintain several warehouses you can define which one should
be the default for your user. When creating new stock products, the default warehouse will
be suggested automatically.

When you enter products into a quotation, order or purchase; the program will check if the
products are linked to your default warehouse. If they are not linked to the default
warehouse, you will be asked if you still want to use the products.



< Tip! You can choose not to display the above-mentioned prompt again when executing
the specific action. This setting is discarded the next time you close the active window -
the quotation, order/invoice or purchase windows.

Default Stock location: Only available if you have defined that the company uses the stock
location in the product user settings. Choose between the available locations registered
under the current Default warehouse.

i

< Note! If you have selected a Default Stock location which is not associated with the
product, it will be deselected.

=

= In the company settings for product, you are able to define the settings for the
functions your company wants to use, as well as manage price processing and warehouse
handling.

The company settings can be accessed via View - Settings - Company - Settings per Module
- Product.

Customisation of Functions

O Company Settings for Product @

Settings
Define settings for Praduct.

Price pracessing ” ‘W arehouse handling H Default values

The progiam containg a large number of functions. “r'ou can select the functions that you would like
your company ta use, by ticking the appropriate boxes below.

£l the zelections below may be changed at any time:
Company keeps products in stock
Company sells products that consist of ather praducts [product bundle]
Company wants ta rack the price history for products
Company sells products with fised price in different currencies
Company has discount agreements on individual products for individual customers
Company gives a quantity discount for products
Company has discount agreements on individual products for customer categories
Company makes purchases based on sales orders
Company sells products on the Intermet
Company has products that are sold as variations [e.g. colour/size/unit]
Company wants to register weight and volume of products

[] Compary selis products with environmental tax or other special charges

oK ] [ LCancel ] [ Help




Here you specify which functions will be available to your company. The modification
provides the product register with a better overview and is tailored for your use.

Company keeps products in stock: Select this if you want to use the warehouse function in
the product register.

Company sells products that consist of other products (product bundle): Select this if you
want to use product bundles.

Company wants to track the price history for products: With this function the Price in the
product register will display historic prices. You can register prices on your products for a
certain time period, e.g. for a sales campaign.

Company sells products with fixed prices in different currencies: This function gives you
the possibility to create fixed product sales prices in different currencies. These sales prices
are set individually for a special product and are independent from the exchange rate
defined in the Currency Register. This function is only available if the setting Company
wants to track the price history for products has also been activated.

Company has discount agreements on individual products for individual customers: Select
this if you want to be able to give your customers individual discounts on individual
products. By checking this box, the Contact tab in the Discount tab, within the product
register is activated. You can override the setting for each individual product by selecting
No individual discounts for product.

Company gives a quantity discount for products: Must be selected in order to specify
quantity discounts for your products. Checking the box activates the Quantity tab, within
the Discount tab in the product register.

Company has discount agreements on individual products for customer categories: Select
this if you want to be able to give specific customer categories discounts on individual
products. Checking the box activates the Category tab in the Discount tab in the product
register.

Company makes purchase based on sales order: Select this if you want to be able to create
purchases of products from sales orders.

Company sells products on the Internet: Select this if you want to be able to sell your
products on the Internet.

Company has products that are sold as variations (e.g. colour/size/unit): Select this if you
sell product variants.

Company wants to register weight and volume of products: Select this if these are values
you want to register for your products.



Price Processing
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[ Bass o entering stock. value in balance sheel is e includs puichass cosls i addiion to
purchase price)

[ Use bath types of Accounts update of stock value

[ aK ] [ LCancel ] [ Help ]

Basis for cost price: Here you can define the basis for calculation of cost price when creating a quotatic

=  Product Register: Select this option if you want to base the sales and invoicing cost
price on the Cost Price field in the product register.

=  Purchase Price: Select this option if you want the system to base the sales and invoicing
cost price on actual, registered stock movements. If there are no registered stock
movements, the data will be fetched from non-delivered purchases. If there are no
non-delivered purchases available, the data will be fetched from the Purchase Price
field in the Price tab in the product register.

If you select Purchase Price, the option The cost price should include 'Expenses' from
the Product card in addition to the Purchase Price will be activated in the
Price/Discount tab in the company settings for Sales/Invoicing. Here you can define if
you want the calculated cost to include the Expenses field in the product card.

No. of decimals: Select whether product prices should have 2 or 4 decimals. The choice you
make will affect the product card, the price calculator, the discount tab and the "Supplier"
tab in the product register.

Discount for products via the Webshop: If you want to give a general discount on products
ordered in the Webshop, enter the discount percent here.

Fixed price discount also applies as mark-up: The setting applies if you are using Fixed
price for products in the Discount tab in the product register. The system will, by default,
suggest the lowest price of the Fixed price in the discount register and Sales price in the
price calculator. If you select this option, Fixed price will be used even if the fixed price is
higher than the Sales price, and will therefore act as a mark-up.



EXPENSES:

Purchase cost to include freight and forwarding from the suppliers invoice: Select whether
freight and forwarding costs should be included in the purchase cost.

Purchase cost to include costs entered for freight and duty invoices: Select whether duty
and forwarding should be included in the purchase cost.

Use project and department from sales order, if 'Expense product when goods are taken
out of the warehouse' is chosen under Type: If your company expenses products when
goods are taken out of the warehouse, you can define that the project and/or department
from the sales order will be used for the journal entry. If this setting is not activated, the
project and department from the purchase order will be used.

UPDATE:

Update purchase price and cost on product card when entering purchase: This will be
updated if you change the prices on the product lines in the window for Receive/Return.

Only update the products for which the purchase supplier is the default supplier: Select
this if you do not want the setting to apply to suppliers other than the default supplier.

ACCOUNTS UPDATE OF STOCK VALUE:

Expense on purchase: If you select this alternative stock changes will not lead to automatic
journal entry. The product cost will be posted when you post the supplier invoice from the
purchase.

Expense product when goods are taken out of the warehouse: Posting for all products will
take place at the time of sale. Other stock movements will be posted so that the amount in
stock changes.

Individual rule for updating stock value in the accounts: If you select this alternative you
will be shown a setting in the Product register under the Settings tab, which allows you to
decide per product, whether its stock value should be posted and updated, or whether it

should be accounted for at the time of posting the supplier invoice.

Basis for entering stock value in balance sheet: Select this if you want the purchase price
on the sales order line to include purchase costs when entering the stock value for products
within the balance sheet. This will appear in the stock value report and within the
Warehouse module.

Use both types of Accounts update of stock value: Select whether adjustments should be
displayed in both the profit and loss and balance accounts. Two extra journal lines will be
posted on the receipt and delivery of goods.



Warehouse handling

O Company Settings for Praduct @

Settings
Define settings for Praduct.

Customization of functions PFrice pracessing Warehouse handling Default values
Update stock ‘when printing invaice |z|
Principle for updating warehouse FIFO |z|
Mumber of decimals for warehouse unit 1] lz‘

V| The compary uses stock locations
| Company stores the same product in several locations in the same warehouze

V] Company stocks products with congignment numbers

V| Company stocks products with a best before date

V| Company stocks products with serial numbers
Sernal/Consignment/Best before numbers must be picked manually

Frint pick list when registering delivery of goods
Tatal 1

/iPrint delivery note when registering delivery of goods:

Tatal 1
Print receipt for delivery when recarding Receive/Retumn

Tatal 1

| oK | ‘ LCancel | | Help |

Update stock: Choose whether warehouse updates should occur through printing of an
invoice, packing list or pick list.

Principle of updating warehouse: Specify whether you want to use FIFO (First In First Out)
or LIFO (Last In First Out) here. Please note that products with expiry dates are picked in
relation to date. The earliest date is picked first, regardless of the warehouse handling
method.

Number of decimals for warehouse unit: You can display stock with up to 3 decimals if you
wish to. Selecting several decimals here will also allow you to sell products that are less
than an entire unit via the webshop. To activate this feature for a product, you must select
this in the Webshop tab in the product card.

Company stores the same product in several locations in the same warehouse: Select this
if you have warehouses with several locations and want to enter these in the program. You
should also select this if Company stores the same product in several locations within the
same warehouse.

The company stocks products with consignment numbers: Select this if you want to be
able to set whether products require consignment numbers for product transactions. This
setting will then be available under the Settings tab for the product.

The company stocks products with a best before date: Select this is you want to be able to
set whether a best before date is required for product transactions. This setting will then be
available under the Settings tab for the product.



The company stocks products with serial numbers: Select this if you want to be able to set
whether a serial number is required for product transactions. This setting will then be
available under the Settings tab for the product.

Serial number must be picked manually: Select this if you want to be able to select a serial
number for outgoing product transactions.

Print pick list when registering delivery of goods: Select this if you want a pick list to be
printed out when registering delivery of goods. You can also specify the number of
printouts you want.

Print delivery note when registering delivery of goods: This selection means that a delivery
note is printed out when registering Receive/Return. At negative Receive/Return/crediting
purchases a Return note is printed.

Print receipt for delivery when recording Receive/Return: A receipt of delivery is printed
on Receive/Return. For negative Receive/Return/Crediting a purchase a return note is
printed.

Default values

O Campany Settings for Praduct @
Settings
Define zettings for Product.
Cuztomization of functions ” Frice processing ” ‘warehouse handling L Default values
Default values for new products

Default product template BElank. product Iz‘
Output WAT Sales Standard |z|
Input WAT Purchase Standard |z|
Product graup Tables |z|
Language if miszing description English |Z|
Price Calculator l:l

Default settings for products with variations |

Field descriptions
Linit Linit
Oy, per unit Oy, per urit
Wolume Wolume
‘Weight ‘Wieight
Nuraber of product group levels 2 |z|
Display stack levels in‘webshop Do nat show stock level |z|
Shiow graphics
[ ok ) [ Ceesl | [ Hep |

Here you can enter the default values you want to be automatically assigned to new
products created. If you want to change the labels of any of the fields in the product
register you can do so here.

Default product template: Click the button in order to define what type of product should
be created by default when registering new products in the product register.



Output and Input VAT: Here you specify the default VAT rates for the new products being
created. This can be overridden on the product card.

Language if missing description: If you are going to enter the product name in several
languages you can set the default language if new products are missing descriptions.

The Price calculator: Is used when you want to calculate the sales price for a product. The
default values determine how the price calculator will update the various price fields.

Standard settings for products with variations: These settings generally apply to all
products that have variations. This will considerably simplify the process of creating a new
main product with variations, especially if you have many different products that are being
sold with the same variation properties. You can override the default settings for every
main product under Variation settings in the Variations tab. Read more about product
variations in the introduction manual "Financials, Logistics and Human Resources".

Field descriptions: The field descriptions can be modified for the products you sell and are
common to the entire product register. You can change the field names for Unit, Qty. per
unit, Volume and Weight.

Number of product group levels: Here you define the number of product group levels. You
can adjust from 1 - 4.

Display stock levels in webshop: The stock levels can be displayed according to different
principles in the webshop. You can also Show graphics which represents stock levels. Read
more about this in the chapter "E-Commerce".



Organising and Managing Products

Generally, it may prove beneficial to separate products into the divisions the system
requires in terms of whether a product is a stock item, product bundle, work/service or
none of these.

This segmentation is often used very differently from company to company. To divide
products, you can use the Product category, Product group and any connected Sub-groups.

The Product category and product group are set up and edited in the Properties register.
You can find this register by going to View - Settings - Company - Properties register.

E Change in the Properties register! You can right-click the field containing the
alternatives for selection extracted from the Properties register. This will bring up the
option Change in properties register and will open the Properties register so that you
can edit or add alternatives directly into the register.

Example: In the Order registration window under the Text tab. Right-click into the field
beside Select text and click on Change in properties register.

Product category

You can select a product category for the product, from the drop-down list in the upper
part of the product card. The product category is often used for a basic segmentation. For
example a business selling plumbing services, might set up categories for hours, materials,
travel time, sub-contractors and more.

The division into product categories has no effect on the Accounting module.

When printing a report, you can also create a filter for product category if required. You
cannot assign discounts per product category but you can adjust prices for an entire
category in one, possibly combined with other criteria. This is done with the help of the
Price adjustment function.

Product categories are set up and edited in the Properties register. You can access this by
going to View - Settings - Company settings - Properties register.

Product group

You can select a product group for the product, from the drop-down in the top-right of the
upper part of the product card.

Product groups may be used according to a company's needs for a more detailed
segmentation of their products. A company selling plumbing services, for example, might
want to further segment their product category 'hours' into preliminary planning,
completed work, travel time and more.

Dividing products by product group can have an effect on the Accounting module if you so
wish. A product group can be directed to a specific sales account in the ledger, for example.
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When printing a report, you can create a filter for product group when required, and you
can also combine the filter with other criteria. It is possible to offer your customers
different discounts based on the different product groups. You can also adjust prices for an
entire product group in one, possibly combined with other criteria. This is done with the
help of the Price adjustment function.

In the company settings for Product you can decide which product group should be
displayed as the default entry in the product card when creating a new product, if this is
helpful to you.

Sub-group

A product group can have several sub-groups. These, too, can be set up in the Properties
register. Each product group can be edited so that you are able to add sub-groups to them.

The module settings for Product allow you to decide how many product group levels you
would like to use. The maximum number of levels available is 4. If selecting the maximum,
the product card would then display a field for product group as well as three sub-group
fields.

Sub-groups have no effect on accounting processes. It is only for the top level (product
group) that you can assign the sales accounts for product groups.

You cannot assign discounts per sub-group either. However, you can create a filter for the
sub-group so that you are for example able to change the price for all products in a specific
sub-group with the help of the Price adjustment function.

Open the Properties register, for example by right-clicking into the Product group field in
the product card and choosing Change in properties register.

Highlight the product group you want to create a sub-group for.

Click Edit.

Activate (click into) the big field in the window and click Edit.

Enter a name for the sub-group in the smaller text box up top.

Click on Previous. Check that the sub-group has been added to the larger bottom window.

Click Previous and OK.
w

If you would like to add more sub-groups you can do so directly after step 6 in the
instructions above.

If you would like to add a sub-group to a sub-group you can do so by clicking on New under
step 5 in the instructions above.



Maintenance

The routine for Updating a Selection of Products is a tool that simplifies the job of changing
the same values for several products in the product register at once. This tool lets you do
the job a lot quicker without the need for going through the entire product register
manually.

L if you would like to duplicate/copy a product you can easily do so by clicking on the
Duplicate button in the toolbar.

To ensure your products are listed with the most current price, you can make use of the
Price adjustment routine for adjusting the Sales price, Purchase price, Expenses and Gross
Profit for several products at once. First, you create a filter and then you select which prices
should be adjusted for the filter results.

A product that is no longer in use cannot be deleted if it has been included in any
transactions. However, you can set it to the inactive status, which will exclude it from
further activity.

The Updating a Selection of Products function, acts as a wizard for simplifying the job of
changing values in the product register. With this tool you can perform the job faster
without having to go through the entire product register manually.

The wizard will help you to specify which fields are going to be changed and which products
the changes will apply to.

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

& Tip! In help (F1), you can find more information about the wizard.

L f you wish to duplicate a product, you have the option of doing this by clicking the
Duplicate product button. A new window suggesting a new product number then appears.
You can override this product number. If you select a number that is already in use, you will
be informed of this.

W Note! If you have an active Filter in the Product overview when the product is
duplicated, then the selection will be deactivated when you return to the product
overview after saving the new product.




It is not possible to edit product numbers for those products that are already created and in
use within Mamut Business Software.

However, when creating new products you are able to override the suggested product
number.

Most product fields can be edited after they are created. You can also use the Updating a
selection of products wizard to quickly and efficiently change values for several products at
a time.

In Mamut you can import products and update prices on existing products by using the
import of product data function. You can import product and price lists from your suppliers
or create your own lists in Microsoft excel that you import. Import of products will be time
saving compared to entering all the products manually into the product register.

To import product data you will have to click New and create a new import routine. In
Import settings you define how the file is created, what will be updated and rules for new
products.

When you have selected import settings, you click Start Import to begin reading
products/prices in the file you selected to import. An overview of Import read products will
be displayed for you to import.

Remember that the file you are importing must be closed, if not it will not import.

o Tip! Always perform backup before importing data. If importing does not go according
to plan, you can easily back copy the backup to the starting point you were before you
imported the data.




Surcharges (additional taxes)

By using surcharges, you can add fixed fees to products which are required to include an

additional tax. The fees can be calculated using different methods, for instance, per unit

price, unit volume, or the percentage of different prices. The settings can be found in the
company settings for products. The surcharge will be posted to a separate account.

The surcharge is included as a part of the price of the product. If you, for example, want to
calculate a product surcharge of £15, the amount must be included in the sales price.

¥ Note! Some surcharges are calculated in addition to the product price. For these types
of surcharges, you can create a separate product and calculate the surcharge on the
actual order. Make sure that the product is linked to the correct sales account. You can
create a surcharge of 100% of the sales price for this product, so that the accounting

functionality is identical to the information below.

Invoice

The sum of the surcharge is specified on the invoice.

In order to add a surcharge to an order which has already been created, check the
Surcharge box on the invoice, in the Miscellaneous tab.

Accounting

When invoicing, all surcharges will be transferred to the nominal ledger. To which account
the charge is posted depends on the settings you have defined in the accounting settings:
View - Settings - Accounting - Accounting Settings - Control Accounts. By selecting Invoice
from the Account group drop-down list, you will be able to see to which account the
surcharge will be posted. Usually, account 4906 is used for surcharges. You can change the
account here.

0 Control accounts @

Pleaze review the system's contral accounts. Select from the diop-down list below to access the various
account groups.

Account groups lz‘
NAC Drescription -
4909 Founding
1230 Cash invoice
4308 Surcharge 3
1004 Stock
5203 Stock change
1093 Stock delivid, not inv.

Ok ] [ LCancel ] [ Help




Report

The report Turnover per product displays the turnover of one specific product with a
surcharge during one period.

Click New in the Advanced tab in the report wizard. Expand the category Product, highlight
Surcharge and click Next. In the Value drop-down list, select surcharge group. Click OK. In
the filter window, in the Order tab, in the sub-tab Date/Amount, you can also define
invoice dates in order to limit the report to one specific period.

Activate the surcharge feature by going to View - Settings - Company - Settings per Module
- Product - Customisation of functions and checking the option the Company sells products
with environmental tax or other special charges.

Choose if you want to associate new customers with surcharges automatically. This option
can be found under the company settings for contact management, by clicking the
Advanced button.

Add or edit surcharge groups in the company settings for products, in the Price Processing
tab, by clicking Surcharges.

Activate the surcharge feature for existing customers by navigating to the Settings tab in
the contact card and clicking the Customer button. Select Yes from the Surcharge drop-
down list. You can also use the wizard Change values for a selection of contacts to activate
the feature for all or a selection of existing contacts. Remember to create a backup copy
first.

Associate the products with surcharges via the Surcharge drop-down list in the Price tab.
o
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2.
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Go to View - Settings - Company - Settings per Module - Product - Price processing and

click on the Surcharge button.

1 Click the New button to add an additional tax or select a line and click Edit to change

the settings for additional taxes.

O Surcharge @

Here the setup is adapted far the way in which the surcharge will
be processed by the spstem.

Group Surcharge

Drescription Environmental Tax

Handling Unit price E

Walle 2000
‘ Ok | | LCancel ‘

Enter the tax code in the Group field.

Enter a Description of the tax if you wish.
Decide which processing rule to apply to the tax, from the Processing drop-down list.

Enter the Value that will be linked to the Processing value. If you for example selected % of
cost price as the processing value, you might select 0.10 under Value to indicate that the

Additional tax will be 10 per cent.

Click OK.
~f



Product Variations

A product can be sold in different variations of the same product, for example in different
colours and sizes. When a product has variations, the product from which the variations are
created is called the main product. To simplify the administration of product variations, you
can register a main product and then create variations from it. This way it will be easier to
purchase products from your suppliers, decide on the differing information per variation,
receive help with building product names automatically and enter orders with different
variations of a product. Each variation can have its own price, warehouse handling, product
information, etc. This is controlled by the variation settings; therefore it is important that
you specify variation settings before you create variations in the Product Register.

In addition, it is also possible to sell products with variations in the webshop.

¥ Note! A main product with variations cannot be used as an independent product.

[+ ]

Note! To make use of this functionality, you need to have purchased a licence in some
program version.

How to start using variations

In order to activate product variations you need to have a program version with a licence
that includes this feature. Furthermore, you need to activate the appropriate setting;
Company has products that are sold as variations (e.g. colour/size/unit). This setting can
be activated from the Customisation of functions tab in the Company Settings for Product.

() Company Settings for Praduct =

Setlings
Define settings for Praduct

Customisation of functions | Price processing || Warehouse handing || Default values

The program contains a large number of functions. You can select the functions that you would ke
your company to use, by ticking the appropriate beses belaw

Allthe selections below may be changed at any time:
Company keeps products in stock
Company sells products that consist of other products (product bundle)
Company wants ta track the price history for products
[T] Company has discount agreements on individual praducts for individual customers
Company gives a quantity discount for products

[7] Company has discount agieements on individual products for customer categaries

Company makes purchases based on sales orders:

Company sells products on the Intemet

Compary has products that are sold as variations (e.g. colour/size/unit)
Company wants to register weight and volume of products

[7] Company sells products with environmental tax or other special charges

[ ok [ Caeel | [ Hep |

To simplify creating product variations, you can also select Default settings for products
with variations under the Default values tab in the Company Settings for Product. This



setting will be the default that will apply to all new products. A variation can have up to two
different variation attributes. Variation attributes can include colour and size, for instance.
Variation attributes are defined from the Properties Register. You can assign the different
variation values for the attributes through the Properties Register.

Examples for variation attribute and value

Variation attribute: Variation value:
Colour Blue

Colour Red

Colour Green

Colour Yellow

Colour White

Read more about how to add attributes and values for variations in the Properties Register
below.

Once you have specified the general settings for products with variations, you can create
the product that will be the main product for the variations. You can also create variations
for an existing product, but note that if you do so, this product will no longer be available as
a separate product, only its variations. After you have registered all the product information
that will apply to all the variations on the main product card, tick the box Product has
variations which can be found in the Variation tab in the Product Register.

The Variation settings under the Variation tab allow you to establish which values will
differ for the product variations. You can also decide how the product name for the
variations will be created, making it easier for you to create a uniform product register.

Other settings

T Additional settings that you are able to define include the option to show variations in
the list of products. You can define this setting under the User Settings for Product -
Product List tab by ticking the box for Show variations in the list of products. You can also
use the drop-down list in the product list as a filter (for many this will make the product list
very long and therefore the setting is not activated as default). You can see the variations at
the bottom of the product list window, where you will also find a drop-down list that will
show all linked variations.

# Tip! You can edit previously created products by using the Wizard for product changes
which can be found under View - Product - Updating a Selection of Products. You can
change the variation attributes and product name creation via the Variation tab. In
addition, you are also able to change stock and location for variation products which
vary in the warehouse.




The different variation attributes are defined in the Properties Register. Variation attributes
could for example be colour and size. Each attribute may have different Variation values
that you are able to define.

You can access the Properties Register by clicking View - Settings - Company - Properties
Register.

You can create a variation attribute by selecting Variation attribute in the Properties
Register and clicking the Edit button. Click New and enter the name of the variation
attribute in the top field. You can also create the different variation values that will apply to
the variation attribute by clicking the New button in the Edit variation screen. Enter the
variation value and then click Previous. Repeat for each new variation value you wish to
create for the attribute. Click Previous when all values have been created.

Edlit Variation
Variation values

Enter a variation description in the text bow. Click ‘New', Edit' or Delete' to
continug

-
M

L

=L

Changs arder:

If you want to add new variation values later, you can open the variation attribute in the
Properties Register and click Edit.

L Note! The arrows under Change order in the Edit variation screen decides the order of
the variation attributes and the way that they will displayed in the webshop. This way
you can ensure that the variation values are shown in a logical way e.g.: XS-S-M-L -
XL - XXL, and not alphabetically or in the order they were created.

Limits to the number of variation attributes

The different variation attributes are sorted according to the Properties Register. Products
cannot have more than two variation attributes. If you want more attributes, i.e. sizes,
colours and shapes, you will have to create a separate product for one of them.

For a T-shirt this could be:

The T-shirt has the variation attribute for shape (Female/Male), sizes and colours. You can
create two (2) products: T-shirt female and T-shirt male. Each with variation attributes size
and colour.



Variations can, to a certain degree, differ from the main product. Through Variation
settings you specify which settings will vary. Access this window by clicking View - Product -
Product Register - Variation tab and then select the Variation settings button. The product
information that does not vary will be retrieved from the main product’s product card.

& Tip! In Company settings for Product in the Default values tab you can set Default
settings for products with variations. The setting will be the default that will apply to all
new products. This will simplify the process in creating new main products with product
variations considerably, particularly if you have many products with the same variation
attribute. Default settings can be overridden at product level through the Variation tab
under Variation settings. These settings will not apply to existing products.

Default Settings retrieves the default settings that are defined in the Company Settings for
Product. This might be helpful if, for example, you made changes to the default settings
after a product had been created and you now wish to apply the default settings to that
product.

Information that varies for each variation

The Variation Settings window allows you to select the information that will differ for each
variation. This could often just be warehouse information such as current stock and EAN-
code. It is also possible to have individual prices for each variation. You edit the information
through the Variation tab in the Product Register or in the Variation matrix.

Prices: Select this if the variation price differs from the price of the main product.
Stock: Select this if current stock is individual to each of the variations.
¥ Note! If the product shall vary in price, but not in stock, the stock value list report will

not be able to show the value of the product. However, you can view the stock value by
printing the report Stock value list (stock movements), or the Stock List reports.

Unit: Select this to set another unit for the variation that differs from the main product.

Qty. per unit: Select this to edit the quantity per unit that differs from the main product.
EAN code: Select this in order to enter an EAN code that differs from the main product.
Commodity code: Select this to enter a commodity code that differs from the main product.

Weight: Select this in order to enter another weight for the variation that differs from the
main product.

Volume: Select this to enter a volume that differs from the main product.



() Settings far variatians that helang ta active product [zl

Indicate the information that is to vary for each variation.
{Information that the variations have in comman is loaded from
the product card for the main product).

Defaul seftings

Information that varies for each variation
Prices
[ Stock.
[ Unit
[ @ty. per unit
[T/ EAN cods
[T] Commadity code
[ ] weight
[ wolume

Variation setup

[7] Display main product's Product Number an printouts in 5 ales/Logistics
modules

Structure of variation names created automatically
Shucturs Description [=]
Example The wariation's awn product name
Wariation attribute 1 Colour [=]
Variation attiibute 2 Size [=]

[] &llows duplicate attributes
EBET) [ Cancel | Hen |

Variation setup

Display main product's Product Number on printouts in Sales/Logistics modules: Tick this
to make use of the main product’s product number on printouts for selling and purchasing
the product. If this is not selected, the variation’s product number will be used.

Structure of variation names created automatically

When you create variations for a main product, the variations are linked to the main
product and are treated as sub products; but these will be individual products for your
customers. Depending on how you create variation attributes, it could be necessary to build
product variation names. The settings simplify this process so you do not have to enter a
detailed product name for each variation. The process is automated according to the
setting.

The Structure drop-down list allows you to set how the name will be structured. Variation
attributes refer to the attributes defined in the Properties Register, e.g. Colour, while
variation value refers to the different values that can apply to each attribute, e.g. Green.

In the line Example below the drop-down list, you will see an example of how the product
name will look for your selected structure.

Variation attributes

Variation attribute 1 and variation attribute 2: You can define up to two fixed attributes for
the variations of your product. Select from the drop-down list the attributes that will apply
for the variation. The attributes (e.g. Colour) and the different values (e.g. red, green,
yellow) are defined in the Properties Register.

& Tip! You can easily access the Properties Register by right-clicking on the variation
attribute list.




10.
11.

Allow duplicate attributes: Select this if you want several variations of a main product to
have identical attribute values. The box will be ticked if you have already created variations
with duplicate values, and you cannot remove the tick before this is corrected.

Follow this procedure to create single variations. To create and edit several variations of a
product, use the Variation matrix button. Read more about how to create variations
through the Variation Matrix below.

Before you create variations you should set the Default settings for products with
variations under the Default Values tab for the Company Settings for Product.

Click View - Product - Product Register and select an existing product you want to create a
variation for or create a new product.

Select the Variation tab in the product card.
Select the Product has variations check box.

Make changes to the Variation settings if required and click OK. If you are creating a new
product, the proposed settings are taken from the Company Settings.

J Click New.

Enter the Product name if it is not predefined by the Variation names created automatically
setting. Read more about this setting above.

If the product name displays (none), it is because you have not specified the values for the
attributes on the variation card.

Enter the product information that applies to the variation. You can override the suggested
product number.

Select whether the variation is to be included as a component in a product bundle or
whether the variation should be set as inactive and whether the product will be available
for sale on one or more websites.

Enter specific information about the variation in the Price, Warehouse handling and
Product information tabs.

Click OK.
Repeat the procedure for creating a variation until you have registered all variations of the
product.

-l If you want to create several variations with similar information, use the Duplicate
variation button located under the Variation tab toolbar.
~f

Find out more about the Variation tab in the Product Register section.



A product that will be sold in different variations requires a link to the main product. You
can link variations to the main product through the Variation matrix.

Via the Create variation links and Remove variation links buttons you can create several
variation links for the product or remove previously created links.

¥ Note! This procedure presumes that you have created variation attributes, and that you
did not select that duplicate variation attributes are allowed in Variation settings for the
main product. Alternatively, you may create variations by clicking on New in the
Variation tab of the main product's Product card.

1. Go to View - Product - Product Register and open the product you want to create variations
for.

1 . . . . —
2. il Click the Variation matrix button located on the Variation tab toolbar.

3. ;-;: In the Variation links tab, highlight a cell in the matrix and click Create variation links. A

cross will appear for each variation attribute being created.

() 1001389 TINA carpet =
Wariation links | Variation attibutes
Cost Price Sales Price Infarmation ta be displayed ‘Warehouse
0.00 000 nane] [=] Al
&, Create variation link 55, Fremove variation link
taterial / Onigin -~ Mational Imported  Total -
Wool x ®
Caotton x ®
(Organic cottan =
(Organic waol =
Taotal
l: »
Stock To Customers From Suppliers Available
Selected variation 0 0 0 0
Total 0 0 0 0

LClose ] [ Help




4. Once you are finished, click Close to exit the window.
~

% You can remove a variation link by selecting it in the matrix and clicking Remove
variation link.

Y Note! The fields available for variation are controlled by the Variation Settings of the

main product. Price information etc. can be edited in the Variation tab in the Product
Register.

You can transfer stock from one variation to another. To be able to transfer between
variations, the check box Stock has to be ticked in Variation settings under the Variation
tab in the Product Register.

1. Go to View - Warehouse - Warehouse - Stock.
2. Select the variation from which you wish to transfer stock.

3. i Click Transfer to another variation.

O Transfer to variations @

Product number of waristion to be transferred 100059

C\?g:;ahnuse to be transfemed from: ‘warehouss 001

Location 44, Kingston Road

(uartity to be deducted from warehouse: 55

Quartity to be added to warshouse: [

E’;?qz?;t[:éjﬂl?er of variation to be 100063 EI

Warshouse to be transfemed to: Diefault warehouse lz‘

Location 41, Kingston Road Iz‘
8 [ Camcel [ Hep |

4. Under Quantity to be deducted from warehouse enter the quantity to be withdrawn from
stock for the variation from which you are transferring.

5. Under Quantity to be added to warehouse enter the quantity of the variation that should
be added to the stock of the new variation. This will normally be the same as the quantity
as withdrawn, but may differ if the variations have different unit descriptions.

6. Enter or browse to find the product number for the variation to which you are
transferring.



Select the warehouse to which you wish to transfer the stock. If this warehouse is not linked
to the product, you will be asked whether you want to create a link.

Select the warehouse location to which you are transferring. This selection only appears if
you have selected Company stores the same product in several locations in the same
warehouse in the company settings.

Click OK.
~f

v Note! Product variations require a licence for additional products in some program

versions.

If you have a website with a webshop, you can sell your variation products in your
webshop.

Go to View - Product - Product Register and find the main product of the variation you wish
to sell on your webshop.

Open the Variation tab, highlight the variation you want to sell in your webshop and click
Edit.

In the window that opens, tick the box Should be available for sale on one or more
websites.

Click OK to close the window.

Repeat the above steps for other variations of the main product you wish to enable for sale
within your webshop.

Open the Webshop tab and tick Should be available for sale on one or more websites and
in the Active column tick the website or websites the product is going to be available on.

Click Save on the main product's product card.
of

o Tip! Through the Variation tab in the product card you select which Default variation
will show when customers decide to view detailed product information in the webshop.




Go to View - E-Commerce - Edit Website and under the tab Menu select Items in your
Webshop.

Ensure that the main product, for which you want to sell variations, is included in the list of
products to be sold online.

Click Close to exit the window.

Go to View - E-Commerce - Update Website to upload the changes to your webshop.

J

& Tip! If you would like to indicate that a product has variations in the webshop product
list, you can go to View - E-Commerce - Website Settings - Settings Webshop - Other
tab and tick the box For products with variations: View link to selection of variation in
product list. Example: 'Select properties'.




Chapter 3:
Sales Follow-up
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)
@ The functionality described in this chapter may be either partly or fully available
within your program version. You will find a detailed overview of all of the functionality
included in all Mamut products on our website at www.mamut.com/uk/functionality.

If you are unable to find the answer you are after within this chapter, you can refer to the
More Information chapter where you will find tips on how you can get further help.

If you wish to order or receive more information regarding Mamut products, you can
contact our sales department at sales@mamut.co.uk or by phone on 0207 153 0900.



www.mamut.com/uk/functionality
mailto:sales@mamut.co.uk

Quotations

The Quotation module is an efficient module designed to create quotations for single
customers, or to create larger quotations for campaigns etc, that can automatically be sent
to a selection of your registered customers. If the quotations generate sales, you can easily
transfer them to the Sales/Invoicing module and follow them through to invoicing and
delivery.

Quotation and Repeating Quotation

You can create quotations for a single contact, a Repeating quotation for a single contact as
well as individual quotations and repeating quotations for a selection of contacts (group
quotation). You can also create a Quotation template that can be used as a starting point
for group dispatches.

Flexible Printouts and Quotations via E-mail

The quote can be sent to the printer, e-mail or fax, be transferred to Microsoft Office Word
or to the Print Preview screen. If you have installed a PDF printer you are able to transfer
the quotation to the PDF format as a file.

Create Follow-up Activities for You and Your Colleagues

By clicking on the arrow to the right of the Create Activities button you can create
customised activities. For these, you decide on the content for the activity and also which
modules the activity template should be available in.

Create Advanced Quotations by Using Microsoft Word

If the quotation is transferred to Microsoft word you can edit it by clicking the Advanced
quotation printouts button. This list gives you easy access to the documents in the
document list that are linked to the quotation.

Easy and Efficient Transfer of Quotations

Once a quote has been accepted you can easily transfer the quotation to order by using the
Transfer button. The system will create an order for you, saving you having to enter the
information again. In the company settings, you can choose to create a PDF copy of the
quotation documents which can be linked to the order which is created and can be viewed
from there.

Status

The quotation is moved between various sub-registers depending on further processing.
You can move between the sub-registers by using the drop-down list in the top right corner.



The drop-down list consists of Quotation cancelled, Lost sale, Quotation, Quotation
repeating, Quotation template and Group quotation.

Read more about how to use the drop-down list in the chapter "Getting to know the
Program" in the introduction manual "Settings, Reports and Filters".

Integration with Other Modules

Quotations are integrated with other modules in order for quotations to be picked up,
created and edited as a natural part of the working process. Quotation tabs can be found
under Contact, Contact person, Project and Activities. Read more about this below.

Quotation Settings

In the User Setting for Quotation you decide what will be shown in the screen when you are
using the program. You can also make a few selections that will simplify the registration
process. Quotation repeating and Group quotation are transferred to quotations with the
help of wizards. In user settings under the Quotation tab you can decide where the system
should lead you after the wizard is complete. This can make routine work much more
efficient.

The Company Settings control the usage methods for all users. Be aware that these settings
are the same for Quotations, Orders and Invoicing.

Quotation templates are created in Quotation registration the same way a regular
quotation is created, but without a given customer. You select Quotation template from
the top right Status drop-down list. Later you can create many quotes by transferring it to
group quotations. If you are creating a single quotation, it is recommended to duplicate an
existing quotation by using the Duplicate icon from the toolbar.

h'

« Note! Quotations with status Quotation template must not be mistaken with
document templates for quotations that you can use for printouts of type Quotations
advanced.




Through User settings you can specify how the quotation screen will look and work and
modify it to suit your own needs. User settings only apply to the current user and will not
affect other users.

“T' You can open user settings from View - Settings - User - Settings per Module or by
clicking on the User settings button in the top toolbar.

& Tip! User settings for quotation can be found under the Company Settings for Sales and
Invoicing.

Default Setup

You can select from three predefined setups.

Basic: Keeps the screen as clear as possible, showing only some of the fields.
Normal: Shows standard fields and functionality.

Advanced: Shows all available fields and more functionality.

Click the relevant button to choose one of the predefined setups.

Quotation

Here you can select what to display in the main quotation card, the quotation's footer and
in function. The Product list for new quotation automatically opens the product list when a
new order is created.

O User Settings for Quaotation @

Default Setup | Quotation | Order body

I this tab you can decide which fields are to be displayed in the main window and faater, and pau
can adjust the functions to your specific needs

Main window

Detailed main window [ Net/Gross mode
Footer

GP Met

GM AT

Suicharge Gross

Discount
Function

[ Praduct list far new quatation

Start wizard for transferring quotations to orders after the wizard for group quoatations.

Start wizard for transferring quotations to orders after the wizard for repeating quatations.
Start wizard for transferring group quotations to quotations after wizard for quotation template

Show intra community warning

78] [ cancel |[ Hel




= Group quotation, quotation templates and quotation repeating are all transferred to
guotation by using the Transfer button in the toolbar. You can efficiently process
orders/quotations by using the check boxes and by specifying whether or not the system
will proceed to a new wizard after these operations.

Start wizard for group quotation to quotation after the quotation template is complete:
The wizard for quotation template can create a group quotation. Once a group quote is
created, you will be directly taken to the wizard that transfers from group quotes to quotes,
if you selected this option here.

Start wizard for quotation to order after the wizard for Quotation repeating is complete:
Repeat quotations are transferred to quotations for each individual customer, and/or the
same customer in different intervals, via the Transfer button. When you select this option,
you will allow the system to take you directly to the wizard to transfer quotation to order
when the process is complete.

Start wizard for quotation to order after the wizard for group quotation is complete: The
wizard for transferring group quotations to quotations for each customer is run via the
transfer button in group quotation. If you select this option, the system will automatically
start the wizard for creating orders.

Order body

Under the Order body tab you can decide which column settings and footer to display in
the quotation card.



 Quotation =
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Read more about Important Tools in the introduction manual "Settings, Reports and
Filters" for information on the other buttons in the toolbar.

.1 Duplicate: Launches the wizard for duplication of quotation/order/invoice.

ad Order Hierarchy: The Order Hierarchy button gives a hierarchical overview of
orders/quotations with invoice numbers/credit note numbers.

~} Order: Transfers the quotation by creating an order.

11~ Create Activities: By clicking the arrow button, you can choose to Call a Contact or
Send e-mail to contact. An activity linked to the quotation is created.

'ﬂj Advanced Quotation Printouts: Transfers the quotation printouts to Microsoft Word
where they can be edited. The button gives you access to documents in the document list
which are linked to the quotation.

=T user Settings: Opens the user settings for quotations. Use the arrow button to open
the Company Settings for Sales and Invoicing.

= Print: The quote can be sent to the printer, e-mail or fax, be transferred to Microsoft
Office Word or to the Print Preview screen. If you have installed a PDF-printer you can
transfer the quotation to the PDF format as a file.

Status: The drop-down list displays the current status of the quotation. You can navigate
through the different registers by using the drop-down list. The list contains the statuses



Quotation Cancelled, Lost Sale, Quotation, Quotation Repeating, Quotation Template and
Group Quotation. Read more about how to use the drop-down list in the chapter "Getting
to know the Program" in the introduction manual "Settings, Reports and Filters".

Address: From the drop-down list, you can choose between the recipient's Invoice address
and Delivery address.

Valid until: Click the search button to the right of the field to select a date when the
qguotation will no longer be valid.

Date of quotation: Click the search button to the right of the field to select a date when the
guotation was issued.

Date of production: Click the search button to the right of the field if you wish to enter a
date when the product (s) were produced. This field has a purely informative purpose and
can for instance be used if your company sells perishable products.

Date of delivery: Click the search button to the right of the field to select a delivery date.

Currency: From this drop-down list you can choose between the most commonly used
currencies. You can click the search button in order to open the Currency window which
allows you to choose from a complete list of currencies.

Payment terms: Select which payment term will be used for the quotation. If you select the
option Visa, you will be able to click the search button to the right of the list and specify
further information about credit card payment.

Project: From this drop-down list, you can choose to link the quotation to one of the
projects that you have registered in the project register.

Our ref.: Via this drop-down list you can assign an employee from the employee register as
responsible for the quotation.

Your ref.: Enter the name of the person or company who will receive the quotation. You can
also click the search button if you want to select a contact person who has already been
registered within the system's contact register.

Reference: In this field you can enter a reference code that can later be used to manage or
filter your quotations.



The Tabs in the Quotation Module

Product Lines

In the tab Product Lines you can define which products will be included in the quotation.
The tab is integrated with the product register which means that all necessary product
information is automatically retrieved from the product register.

& Tip! Press [Enter] or [Tab] on the keyboard to move between the columns.

| Freight ” Text H Mizcelaneous |
NMES ¢ 4 & X| = 1
Product na. Drescription Oy, To be deliver Frice Dizcount % Date of del. ‘W arshouse VAT Total VAT Deliverar =
100030 BookCase, PEGASU 1.000 1.000 FB2,00 Main W | Sales Standa[w | 133,35 0,000
100004 Chair, A¥ANT 511 1.000 1.000 170,00 Main W[ | Sales Standa|w | 2975 0000
100063 Contempo - Blue 1.000 1.000 350,00 Main ' | Sales Standa| = | E1.25 0,000
100015 Chair, MELEOLRNE 1.000 1.000 34450 Extemal|w| Sales Standa[w | 60,23 0,000
‘ 11 r
GF 50200 GM  EBET Stock: 75 From Suppliers: 0 To Customers: 1 Awvailable: 74

1 New: Click the New icon in order to insert a new product line. You can also press [+] on
your keyboard. Enter the product number in the Product No. column. The product
information is retrieved automatically from the product register. You can change any of the
values, such as price, discount or VAT, in the respective columns.

Iy

¢ Note! Any changes you make in the Product Lines tab will not affect the information
registered in the product register.

1 show product list: Click this icon to open a list containing all products registered within
the system. You can use the filters in the window's toolbar in order to limit the contents of
the list. Select a product and click Insert.

“ |nsert product line: Click this icon if you want to insert a product line between two
existing lines. A new line will be inserted above the highlighted line.

2= Show partial sum: Click this icon if you want to see net, vat and gross sum based on the
active product and all above, but not including any previous sums.

2 Click Remove partial sum if you want to deactivate the function. Note, that you cannot
select a component; if a product bundle shall be the last product for the sum, you will have
to select the bundle's main product.

Note! When the function is activated, the sum(s) will also be shown on the reports for
quotation, order, invoice and credit notes.



4+ Move up product line: Click this icon if you want to move this product line one position
up. In case the icon Show partial sums is selected, the sums will be adjusted.

<~ Move down product line: Click this icon if you want to move this product line one
position down. In case the icon Show partial sums is selected, the sums will be adjusted.

= Edit order line description: Click this icon if you wish to insert a text describing or
commenting on the product line. In the window that opens, you can the select text category
from the drop-down list in the upper left hand corner. When you have registered the text,
the field Order line text will be displayed to the right of the toolbar to indicate that the
product line contains additional text.

p Delete: Click the Delete icon in order to delete the selected product line.

2 Regenerate order lines: By clicking this icon, you can restore individual values. In the
window that opens you can choose to restore all product lines or just the active one. You
can also select which columns you want to restore to the default values as they are
registered in the product register: Unit price, Expenses, Discount, Warehouse, VAT code
and N/C.

1% Goto product card: Click this icon to open the product register.

Freight

You can state details of the consignment in the Freight tab. When registering a quotation, it
may prove useful to enter information about Delivery terms, Delivery methods, Number of
items and/or Number of pallets, Gross weight and Total volume.

More detailed information about the actual consignment can be registered when the
quotation is transferred to an order since this information is used when printing out
consignment notes, for example.

Product Lines | Freight | Test || Miscellaneous

Delivery terms Recipient pays freight ch-|z| Delivery methads tail package |z|

Packaging Murmber of items 1]

Freight bill text Murmber of pallets a

Goods labelling Gross weight 119,700 0,000 119,700 kg

Drate of shipment 200-08-04 E] Total volume 0,000 0,000 0,000 m3
Shipment no. Product specification - message to recipient

Delivery terms: From the drop-down list you can select which term will be applied to a
future delivery.

Packaging: In this field you can enter a description of the type of packaging that will be
used.

Freight bill text: In this field you can enter information that you want to be included on
future freight bills.



Goods labelling: You can use this field if the recipient wants the shipment to be labelled
with an internal identification code.

Date of shipment: In this field you can enter the date of shipment when the quotation has
been transferred to an order, and the products are ready to be sent to the customer.

Shipment number: Here you can enter information such as the shipment number used by
the transportation company.

Delivery methods: From the drop-down list you can select how the products will be
delivered.

Number of items: Here you can indicate how many individual items the consignment will
contain.

Number of pallets: Here you can indicate how many pallets the consignment will include.

Gross weight: The weight is retrieved automatically from the product card. In the field to
the right, you can enter any additional weight, such as the weight of the pallet or packaging
material.

Total volume: The volume is retrieved automatically from the product card. In the field to
the right, you can enter any additional volume, such as the volume of the packaging
material.

Product specification: Use this field to write a message to the recipient if the quotation is
transferred to an order and subsequently delivered.

& Tip! In the drop-down lists for Delivery terms and Delivery methods, you can right click
and select Change in properties register in order to edit or add delivery terms or
methods.

Text

From the Text tab you can enter text that will be shown on your printouts. You can either
write the text directly into the text field or select the required text type from the Select text
drop-down list. It is possible to have several texts displayed on various reports.

Select text

If you wish to choose between all existing text types registered in the properties
register, select the text type from the drop-down list before clicking the search button.

Regular text: The text will be displayed on the order and invoice reports.
Pick list text: Enter the text that will be displayed on the pick list.
Text for delivery note: Enter the text that will be displayed on the delivery note.

Text for service order: If you select Text for service order you can enter text in the left field
which will be shown on service order printouts. Use the arrow button to move the text to
the right field to display on service order printouts.

Intra community text: The text is displayed on invoices with order lines that have a VAT
code for intra community supply of products and services.



o Tip! The fixed texts can be edited in the properties register, by selecting Fixed text,
order. You can open this window directly by right clicking in the field and selecting
Change in properties register.

Miscellaneous

The Miscellaneous tab allows you to register information about the quotation and its
recipient, for example response type, rounding and department.

Product Lines | Freight | Tes | Hiscelansaus) |

Responze lype [none) |z| Department | &dministration E WAT | Domestic |Z|
Founding [hane] |z| Factaiing | Mo |Z|

Farm Guotation

| Process complete Ready for transfer
Surcharge

Reports
Quotation infornation

Feg.date 2008-10-29  Processed Created by Changed by Demo

Response type: From the drop-down list you can choose how the quotation recipient will
be contacted. You can right click the drop-down list and select Change in properties
register in order to edit or add new response types.

Rounding: Select how the sum in the quotation should be rounded.
Form: The field specifies which form will be used when printing. The field cannot be edited.

Department: From the drop-down list you can select which department within your
company should be linked to the quotation. You can right click the drop-down list and select
Change in properties register in order to edit or add new departments.

VAT: Here you can specify which type of VAT should be used if the quotation is to be
transferred into a sales order.

Factoring: If the quotation is transferred to a sales order, use this drop-down list to specify
if the accounts receivable should be available for factoring.

Process complete: Check this box when you have entered all relevant information.

Ready for transfer: Check this box when the quotation is ready to be transferred to an
order. In the company settings for sales and invoicing, you can activate the setting Do not
transfer before 'Ready for transfer' (quotation) or 'Ready for invoicing' (order) in the
General tab, in order to prevent quotations from being transferred before this check box
has been ticked.

Surcharge: This check box will be displayed if you have defined that the company sells
products with environmental tax or other special charges in the company settings for
product. Select this check box if any of the products in the quotation are associated with
environmental tax or other special charges.



Reports: Click this button to change the language for printouts and/or how product bundles
are displayed in the reports.

Quotation information: Click this button in order to register internal information about the
sales process.

_1 When you click the New button, a window will open which allows you to choose
between a Quotation, Repeating quotation and a Quotation template.

() Create quotation [zl

@ Quatation [This is an individual quatation]
Flepeat quotation (This is @ quatation that wil be retained and can be reused )

Quotation template
[This is & “template" for sending DM, Use duplicating for single customers]

Do not show this dialog again (use old diglog)

[ Cancel

If you do not want this dialogue box to open when clicking New, check the box in the lower
left corner. You are able to select quotation type later, by using the small black arrow next
to the New button. This method is used within the description below.

Go to View - Sales/Invoicing - Quotation Registration.

_1 ¥ Click the black arrow next to the New button and select which guotation type you
would like to create.

Select Customer.

All fields in the window's upper half will be filled in automatically, including the various
information registered regarding the customer. You are able to override this information if
necessary. In addition, you are able to specify which product is linked to the quotation and
who the reference person at your company is. You are now able to register the product
information in the Product Lines tab, within the window's lower half.

Click Show Product List in the Product Lines tab, in order to display the product list and
select which products to include in the quotation. Within the product columns, you can edit
the number of products, prices, discounts etc.

You are also able to click New in the Product Lines tab. If you remember the product
number you are able to enter this directly into the field. The same result is achieved by
double-clicking an empty product line or entering '+' using your keyboard and then entering
the product in the column Product No.

Repeat the step above in order to insert more product lines.
~f



Select the type of quotation you want from the Status drop-down list. You then select the
name of the customer you want to create a quote for and click OK. The quotation cannot be
linked to a contact if you select Quotation template from the Status drop-down list. You
can do this by transferring the quote to group quotation after the template is created. If
you chose Quotation repeating, from the Status drop-down list, you can repeat quotes for
a contact without having to create it several times. You can choose how often you wish to
send the quote by using the Frequency button under the Miscellaneous tab.

Statuz | Quatation El Statuz | Quotation repeating El Statuz | Group quatation El

o Tip! You are able to right-click within the fields that contain selection alternatives from
the properties register. This selection is called Change in properties register, and will
open the properties register in order to make amendments or add new alternatives
directly. Example: In Quotation, in the Text tab, right-click in the field next to Select
text and click Change in properties register.

Processing Quotations to Orders

If a quotation is accepted, it is transferred to the Order module for further processing. You
should be aware that the quotation will no longer exist in the Quotation module. The
transfer takes place via a wizard.

Go to View - Sales/Invoicing - Quotation Registration.

=) select Quotation in the drop-down list at the top right of the quotation card and click
the Order button on the toolbar. The wizard will start.

This wizard will lead you through all necessary settings and filters.
First mark the quotation you wish to transfer, either the one which is currently Active, All or
Filter. If you select Filter, a screen will appear where you can specify the criteria further.

Click Next when you have read the contents of the welcome window and marked the
correct alternative. Follow further instructions of the wizard.
~

Printing Quotations

Depending on how you create quotations (group quotations, repeating quotations, etc.)
they can either be printed individually or as a selection of all created quotations in the
module.

The quotation can be sent to printer, e-mail or fax, be transferred to Microsoft Office Word
or to the Print Preview screen. If you have a PDF printer installed, then the quotation can be
transfer to PDF format as a file.



=

= Click Print (Ctrl + P) in the toolbar to print a quotation.
Select between an individual Quotation and an Quotation advanced.

Select if you wish to print the Active quotation or if you wish to define a Filter and then
click Next. . You can find out more about Queries in the "Settings, Reports and Filters"
manual.

Specify the properties required for the quotations you are going to print out, and click Next.
Select which media you want to use to print the quotations, and click Complete.

If you selected to print to Microsoft Office Word, you will now receive a window where you
can select the document template for the print out. Select the desired template, and click
OK.

of

E-mail: One of the printout options is to print to e-mail. The program will then
automatically convert the printout to pdf format and attach it to an e-mail to the recipient.

& Tip! In the company settings for contact management - and on the contact/contact
person itself - you can define default E-mail recipients.

Microsoft Word: If you select Microsoft Office Word when printing, this will create a Word
document based on the document template for the quotation included in the program.
New document templates can be created and edited from View - Document - Document
templates menu, where you select the Quotation template module from the drop-down
list. You can find out more about templates in a separate chapter.

Group Quotations

A group quotation is a quotation that goes out to many customers. You can create a one-off
quotation from a group quotation or transfer the group quotation into a one-off quotation.
Each and every contact can have a quotation created from the Group quotation.

This way you can, for example, create a group quotation and distribute the quotations as
the sales process is directed towards each customer. When all the customers included in
the group quotation have had quotations created, you will not be able to create more
individual quotations from group quotations.

Quotation templates are created in the Quotation Register without entering a customer.
Select the Quotation template status from the drop-down list at the top right of the screen.
Later, you can create several quotations from the template, which will be transferred to the
Group quotation status.

You can also create quotations to several customers directly from the quotation template
by using this wizard.



-:I If you are creating a single quotation it is recommended to duplicate an existing
quotation by using the Duplicate icon from the toolbar.

In help (F1), you can find more information about how to create a group quotation.

Transferring from a Group Quotation to Individual
Quotations

A group quotation is a quotation created for several customers at the same time. A group
quotation is created via a quotation template with the help of a wizard.

As you generate quotations for individual customers from Group quotation, the related
group quotation will be 'emptied' of customers. This means that you are not able to
generate individual quotations for the same customer more than once.

Click the Transfer button in the toolbar. This opens the first window of the wizard.

The wizard will lead you through all of the necessary settings and selections. Select which
contacts in the group quotation you wish to send the quotation to - either All or Query.

Click Next when you have read the contents of the welcome window and selected the
correct alternative. Follow the wizard's instructions.
o

g Note! By using the Order hierarchy button in the toolbar you can see the invoices that

are generated as a result of the Quotation template.

Repeating Quotation

A repeating quotation is linked to a contact and can be generated several times. It retains
its status, irrespective of how many quotations have been generated.

Repeating Quotations are created as regular quotations with the status Quotation
repeating and are selected from the Status drop-down list at the top right of the quotation
card.

_1 ¥ Click the arrow next to the New button and select Quotation repeating. You can
now create the quotation in the usual way.

In help (F1), you can find more information about how to create an individual quotation
based on a repeating quotation.



Regenerating Order Lines

The Regenerate order lines button allows you to regenerate default values for the entire
quotation or for the active line.

O Regenerate arder line(s) @

In thiz window vou have the opportunity of regenerating default values for the entire
offer/arder or for an active line. Please indicate the elements to be iegenerated.

@ Active line &l lines

Regenerate the following:
V| Unit price
Expenzes
/| Discount
W arghouge
W

code

0K LCancel

This could prove necessary if there have been price changes in the price list, or if VAT and
N/C changes have occurred etc.

Note that the function can update Active line, i.e. the marked line in product lines, or All
lines in the specific quotation that is open.

Z To update an order line on a quotation, you simply open the quotation and click on the
Regenerate order line button in the Product lines tab. Indicate which elements you wish to
update and click OK.

Order Line Text

= The Edit order line description button, in the Product lines tab under Sales and
invoicing, allows you to enter text that describes each product. The button will open the
Order line text window.

If you have entered information about the product in the Product register under the
Product information tab, you can select to add this text by using the drop-down list.



Sales and Invoicing

A created order forms the basis for the invoicing of that order. Information about the
customer and products is inherited from the order’s registers and taken from order to
invoice. This makes registration much easier.

O Sales and Invaicing EI@
DQ~@EHX | Pl « 3 |G Alnvoice | 1 ~ #] | 1 v 5 @ [l Status | Unprocessed arder [=]
Order 2
[85) 30002 Joanne Smith
Invoice Addiess lz‘ El Due date 06.08.2010 I:I Payment terms Net 10 days [=][...
iggi::mn oad i Irwoice date I;l Fiseet none] |z|
SWwW9BER Date of production I_I Ol ref Jahn smith lz‘
D ate of delivery I:l Your ref. Ernily Black I:l
¥ Curiency GBP lz‘ I:l Reference
Product Lines | Freight ” Text ” Miscelaneous |
D@EF Xz miy-
Product no. Description Oy, To be deliver Price Discount [% Date of del. ‘Warshouss WAT Total VAT Deliverer =
1 Chiair 10,000 10,000 200,00 5.00 Sales Standalw | 33250 0000
2 Sofa 2,000 2,000 500,00 5.00 Sales Standalw | 166,25 0,000
3 Sofa bed 1.000 1.000 500.00 Sales Standa[w | 157.50 0.000
] 1 »
GF  -100,00 GM 526 Stock: 0 From Suppliers: 0 To Customers: 0 Avwailable: 0
GP G Surcharge Digcount Met WAT Grozz
-150.00 -4.00 0.0 150,00 375000 B56.25 4406.25
Order Status

An order has different statuses depending on how far it has been processed. You can view
what status an order is in by looking at the Status drop-down list in the top-right corner.
Read more about how to use the drop-down list in the chapter "Getting to know the
Program" in the introduction manual "Settings, Reports and Filters".

The status represents the different stages in the sales process. An order usually starts out as
an Unprocessed order. You can Transfer the order by clicking on the Invoice icon in the
toolbar. Transferring involves printing out an invoice. The order will then change status to
Invoiced or Invoice (not delivered). An invoice can also be a cash invoice, meaning an
invoice that is paid as it is issued.

The invoicing process can either start after the products are delivered, or before they are
delivered. If invoicing is to be allowed before delivery you select this option in Company
Settings. Alternatively, you can also decide whether the order will be invoiced when you
have set the invoice to Ready for invoicing. You can select the Ready for invoicing check
box via the Miscellaneous tab.



Backorders

An order can be defined with the status Backorder. This means that components of the
order have been delivered and invoiced.

A backorder is generated when you choose to invoice an order after you have altered the
quantity which is being delivered. The backorder is handled as a new order in the system. If
you choose to print the backorder, the original order number will appear on the printout.

In order to use the backorder functionality, make sure that the box Do not invoice before
all products on an order have been delivered is un-ticked in the company settings for Sales
and Invoicing.

X You also credit an invoice from here by clicking the Delete button. Read more under
Cash Invoice, Backorder and Crediting.

Printouts

‘= Orders can be printed in a number of different ways and can be sent to the printer, e-
mail, fax and to a screen preview. If you have installed a PDF printer you can transfer the
document to PDF format as a file.

& Tip! You can use the filter settings to invoice several sales orders and credit notes at the
same time. You can also create individual reports for the invoicing. The individual
reports supplement the system reports which can be accessed by clicking File - Print. An
example of how to use this functionality can be found below.

Language and customising the appearance

The order can be printed in a different language and/or with a logo added to the printout
and you can enter your own fixed text.

Read more about adding logos to printouts in the introduction book "Settings, Reports and
Filters".

Batch Invoicing

You can create orders with status Unprocessed batch order to collect them for batch
invoicing.

Credit Limits and Credit Stops

You can set up credit limits and account on hold statuses for orders. These will prevent the
creation of any orders for customers whose accounts are on hold or who have exceeded
their credit limit.



Integration with other modules

If you created a quotation to a customer, you would normally have registered the necessary
information to create an order once the customer accepts it. Therefore it is possible for you
to create an order from the quotation in just a few clicks. Product deliveries are processed
through the Warehouse module, if you keep products in stock. The module is integrated
with the orders by a number of available buttons and options that open orders from
overview screens in the warehousing module. The warehousing module gives information
on Orders, not delivered and Stock.

In order registration you will be able to get an overview of the warehouse status for the
various products. If it is necessary to purchase products, you can create a purchase order
based on the current order. Maybe you have already ordered the products but they have
not yet arrived? In this case you can make a purchase reservation for this particular order.

You can also choose to view the Delivery Plan window which displays products that have
been purchased but not yet delivered. See Creating a Purchase Order Based on a Sales
Order, Reserving a Sales Order against a Purchase and Delivery Plan.

=1 By clicking on the arrow to the right of the Create Activities button you can create
customised, often-used, activities. Some add-on products allow you to define customised
activities in addition to those activities which are pre-defined in the system.

Sales and Invoicing is integrated with other modules in order to retrieve, create and edit
quotations as a natural part of the working process. You will find tabs for Order in the
following modules: Contact, Contact person, Project and Activities.

In Time Sheet Input there are options that will allow you to transfer completed hours to
Order/Project, in order to bill the hours onwards to your customer (Onward billing).

v Note! If you regularly invoice the same customer for the same products and/or services,
you might want to consider using the Subscription Invoicing module for this. This
module gives you a complete overview of which subscriptions and contracts should be
invoiced to which customers and how often.

Sales and Invoicing Settings

T In the User Settings for Sales and Invoicing you can decide what you would like to
display in the Sales and Invoicing screen. You can also make selections to simplify the
registration process.

The Company Settings control the usage methods for all users. Be aware that these settings
are the same for Quotations, Orders and Invoicing.

y Note! It is possible to edit posted invoices and journals without needing to credit the
item or redo work already done. You can activate this setting within the Company
Settings for Sales and Invoicing by going to View - Settings - Company - Settings per
Module - Sales and Invoicing then under the General tab you are able to select Edit
posted invoices and journals. Read more about this new functionality within the
"Financials, Logistics and Human Resources" book in the "Accounting" chapter.




Go to View - Sales/Invoicing - Order registration.

Choose if you want to create an Unprocessed order, Unprocessed batch order or an
Unissued credit note in the Status drop-down list at the top of the window.

Click New and select a customer.
Click OK.

An order is generated. Information regarding addresses, payment and delivery terms, etc. is
automatically imported from the contact management module. You can override this
information by entering new information in the Sales/Invoicing module.

Click New in the Product Lines tab in order to add a product. Repeat this process for all
products you wish to include in the order. Read more about Product Lines below.

Enter the relevant information into the other tabs.

= Click Save.
o

= Click the Print button to print an order, a sales order confirmation, a consignment note,
etc.

) Click the Invoice button to invoice the order via the invoicing wizard.

X Please note that you cannot delete a contact from the order once it has been
registered. If you have entered the wrong contact, click Delete, and choose either Cancelled
or Lost sale.

@ Tip! It is possible to edit invoices after they have been posted. This functionality allows
you to edit posted invoices without needing to credit the item or redo work already
done. Read more about this new functionality within the "Financials, Logistics and
Human Resources" book in the "Accounting" chapter.




The Sales and Invoicing register is built the same way as most other registers in Mamut,
with a main window and several tab cards where you can register information.

O Sales and Invaicing EI@
Q~-m@dX ke @« 9 | B @ Alnvoice | [ ~ B | 5 » 5 @ [« Status | Unpracessed arder [=]
Order 116
|!1:| 30000 The Furniture Stare
Invoice Addiess lz‘ El Due date 20081112 I:I Payment terms Net 14 days lz‘
EUE:]E?? Gardens o Invoice date I;l Project [none] |z|
Wikl BLT Date of production [o] Our ref Jahn Chesik [=]
D ate of delivery I:l ‘our ref. Elizabeth Brawn I:l
¥ Curiency GBP lz‘ I:l Reference
Product Lines | Freight || Test || Miscellansous
DWES ¢ + X[z B3~
Product no. Description Oy, To be deliver Price Discount [% Date of del. ‘Warshouss WAT Total VAT Deliverer =
100066 BookCase, AKKD Ex 1.000 1.000 320,00 5.00 Sales Standalw | 53.20 0,000
100030 BookCase, PEGASU 1.000 1.000 762,00 5.00 Main W[ ] Sales Standa[w | 126,68 0000
100023 Table Top. KORD 1.000 1.000 252.00 5.00 Main W[ | Sales Standa[w | 41.90 0000
100033 Table Top. KORD 1.000 1.000 62.55 5.00 Main W[ | Sales Standa[w | 10,40 0000
100038 Table Top. KORD 1.000 1.000 270.00 5.00 Main W[ | Sales Standa[w | 4483 0000
4 m 3
GF 14400 GM 4737 Stock: 0 From Suppliers: 0 To Customers: 0 Avwailable: 0
GP G Surcharge Digcount Met WAT Grozz
970,20 61.28 0.00 8333 158322 277.06 186028

Read more about Important Tools in the introduction manual "Settings, Reports and Filters"
for information on the other buttons in the toolbar.

B New: Create a new order, batch order or unprocessed credit note.

L st Display a list of registered orders. You can choose default sorting of this window in
the user settings. You can define a filter in the window in order to find certain items. Read
more about Filters in the introduction manual "Settings, Reports and Filters".

X Delete: The function of the delete button differs depending on the status of the order.
The items are not deleted from the system; an unprocessed order can for instance receive
the status Cancelled or Lost Sale. The items are therefore available for certain order
reports.

X If you Delete an invoice, a credit note is generated automatically.
.1 Duplicate: Launches the wizard for duplication of quotation/order/invoice.

a Order Hierarchy: The Order Hierarchy button gives a hierarchical overview of
orders/quotations with invoice numbers/credit note numbers.

Show Journal in Ledger: Display the journal entry in the customer ledger. The button
gives you easy access to the ledger overview.



~} Invoice: The order is invoiced when you click the Invoice button. The invoicing process
consists of creating an invoice printout. The order will then be transferred from the status
Order to the Invoice status, or Invoice, not delivered.

11~ Create Activities: By clicking the arrow button, you can create customised activities.
By using Activity Templates, you can choose which activity types should be available in each
module.

] Open Sales/Invoicing document list: Access documents linked to the order/invoice.
You can choose create a PDF copy of an invoice during the invoicing process by going to the
Export tab in the company setting for Sales and Invoicing.

=T user Settings for Sales and Invoicing: Opens the user settings for Sales and Invoicing.
Use the arrow button to open the Company Settings for Sales and Invoicing.

= Print: Orders can be printed to several different document forms. You can also send it
to printer, e-mail and fax or on-screen preview.

Status: The status of the order represents how far it has come in the invoicing process. An
order is usually created as an Unprocessed Order. Choose which status you wish to view
from the drop-down list. Read more about how to use the drop-down list in the chapter
"Getting to know the Program" in the introduction manual "Settings, Reports and Filters".

& Tip! If you want to assign an Early Payment Discount for future payment, select the
discount under Payment terms.

The Tabs in Sales/Invoicing
Product Lines
When you have selected the products from the Product register the necessary information

such as prices and discounts will be retrieved from the Product and Contact Registers.

@ Press [Enter] or [Tab] on the keyboard to move between the columns.

Froduct Lines | Freight ” Text H Mizcelaneous |

DRE=+ + X[z B |1

Product no. Description Oty To be deliver Frice Digcount [% Date of del. Warshouse VaT Total VaT  Deliverer =
100066 BookCase, AKKO E> 1.000 1.000 320,00 5.00 Sales Standa| - | 5320 0,000
100030 BookCage, PEGASU 1.000 1.000 FE2,00 5.00 Main ' [=] Sales Standa| = | 12668 0,000
100023 Table Top, KORD 1.000 1.000 262,00 5.00 Main | Sales Standa| = | 41,50 0,000
100033 Table Top, KORD 1.000 1.000 62,55 5.00 Main | Sales Standa| = | 10,40 0,000
100038 Table Top, KOROD 1.000 1.000 270,00 5.00 Main | Sales Standa| =] 4483 0,000
(100037 | Praduct bundle _offic 2,000 2,000 302335 Sales Standa| » 1.209,34  0,000]

Swivel chair, AKED Default |+ |

Conference table, &k Drefault 'Z

Cabinet, AKKD Default =]

4 m *

GP 14400 GM 4737 Stock: 0 From Suppliers: 0 To Customers: 0 Available: O




Select the products to be sold. This can be done in two ways:

1 Click New to register the product number in the new line. The relevant product is
registered together with all of the information from the product card. If you want to change
the information, you can do this in each individual column in the product line.

or

L click show product list to display a list of the products. The drop-down list in the top
right window that is displayed works like a filter, allowing you to select a product type. Only
products belonging to the chosen product type will be displayed in the list. Select the
desired product and click Insert.

& Tip! If you change the ordered quantity in the sales order the cost price will be updated
again from the Product card. If you created the order from a purchase you should
transfer the purchase again as the cost price on the purchase varies from the one in the
product card.

= |f you want to insert a product line between existing product lines, you can do this by
using the Insert product line button. A new line is inserted above the selected product line.

2~ With Show partial sum you add a partial sum. This can be beneficial for orders with
multiple products, as it allows you to organise products into groups and assign partial sums
for the groups: Select the last product you want to include into a partial sum calculation.
Then click this icon. All lines above will then automatically be grouped together into a
partial sum (not including any previous partial sums) and the sum of the group will we be
shown below the product lines list.

Partial sums are also shown on all sales reports (i.e. invoices) you send to your customer.

2" You can delete a certain partial sum again by clicking the Remove partial sum icon.

44 Click Move up product line and Move down product line if you want to sort your
products in a certain order.

= Click Edit order line description in the Product lines tab if you want to register a
specific text to describe each product line. You can also enter text from the product register
that you select from the drop-down list.

}( The Delete button in the Product Lines tab deletes the product line which has been
highlighted in the list. You cannot delete an invoiced product line,

g Note! If you are using the system's warehouse functionality, deleting products will
generate stock movements in the warehouse module. The products will be restored to
the warehouse. In addition, if you have set up the system to expense products to P/L
when items are removed from stock, a journal entry will be created. These processes
are carried out automatically "in the background". You can view the stock movements
via the Product Flow window (more information below).




Z Click Regenerate order lines to update/regenerate default values for the entire
quotation/order, or for the selected line.

4 Click Go to product card if you want to check or change product information.

gv Click the Arrow to the right of the button to select an action:

-]
Product Flow
Delivery plan
Reset the number in the column ‘To be delivered' to 0

Remove all partial sums

The buttons may differ, depending on which functions you have activated.

» Create purchase based on order: When receiving an order from a customer and need to
order products, you can Create purchase based on order. The feature must be activated in
the company settings for products.

« Linking/Reservation of Purchase: You can link the products in an order to a specific
purchase by clicking Linking/Reservation of Purchase. The feature must be activated in the
company settings for sales and invoicing.

= Reserve Stock Items: By Reserving Stock Items included in an order, you can reserve
products which are in stock or which have been ordered for the specific order. The feature
must be activated in the company settings for sales and invoicing.

= Product Flow: The Product Flow window gives you an overview of all stock movements.
The window lets you track the items which caused the movement and locate the journal
entry in the Nominal Ledger, if such en entry has been registered.

« Delivery plan: The Delivery plan feature lets you keep an overview of expected delivery
dates of purchases containing the product which has been highlighted in the list. The option
is only available in orders/invoices which have not been fully delivered. This applies to
products which have been ordered, but note delivered.

+ Reset number in the column 'To be delivered' The value in the column is by default
retrieved from the original order. Here, you can reset all order lines in a backorder to zero.

» Remove all partial sums: = Click here if you wish to delete all partial sums from the
product lines list. Note, that they will also be removed from sales reports you might want to
create.

*: Extract components: Click here if you wish to extract the bundle's components. A
security warning will be shown, click Yes to continue. The components will now be
extracted into separate, independent product lines; individual attributes such as VAT
handling and discounts will be re-assigned. Only the amount in the Qty. column will be
adjusted according to the amount of the former product bundle. This means that if you, for
example, have a product with quantity "2" in a bundle with quantity "3", the result will be
"6". This button is only shown when you have selected a product bundle.

Note that sub-bundles of the selected product bundle will not be extracted. You will have to
select the sub-bundle separately and re-do the procedure.



% Insert component: If you wish to add a new component, simply select the correct
product bundle or a component in the bundle and click Insert component. Choose the
product you wish to add as a component from the product list. It will be inserted below the
selected component. If wanted, you can also change its quantity.

There are some preconditions: The product bundle must be linked to a warehouse and on
its Product bundles tab the setting Warehouse update, sale must be set to Update
components.

Freight

You can specify details of the consignment in the Freight tab. The information that you
register here will be transferred to any future orders and applies when printing
consignment notes, for example.

Complete the various fields for information about freight and consignment costs. It is a
good idea to enter the Consignment no. from the delivery company. This will prove
extremely helpful if you later have to trace the product in the case of delay, loss, etc.
Information concerning Gross weight and Total volume is automatically retrieved from the
product card.

The fields to the far right of Gross weight and Total volume allow you to enter an additional
weight in the editable fields.

v Note! The product's weight will appear as the default Gross weight and Total volume

but you can add to the total in the editable fields to the side. This may prove useful if,
for example, you have a pallet that adds an additional 10 kg to the weight of the
product.

Text

From the Text tab you can enter text that will be shown in your printouts. You can either
write the text directly into the text field or you can select among different text types in the
drop-down list. It is possible to have several texts that are displayed on various reports.

If you select Regular text, you can click the search button on the right and select
among predefined texts from the Properties register. The Regular text will show on the
Order and Invoice reports.

vj Tip! The fixed texts can be edited in the properties register, by selecting Fixed text,
order. You can open this window directly by right-clicking in the field and selecting
Change in properties register.

Pick list text is entered if you have text that you want displayed on printouts of picking lists.
Text for list of contents can be displayed on lists for content printouts.

If you select Text for Service order you can enter text straight into the left field when
printing work orders. Text in the right hand field will display when printing a service order.
It is possible to move text from the left field to the right by using the arrow.



Miscellaneous

This tab allows you to specify, for example, the type of response, rounding rules, and
factoring for individual orders. You also select the Form for the order here. The order can
also be linked to a Department, and the selection you make in the Batch Order drop-down
list determines whether the order is an unprocessed order or an unprocessed batch order.

At the same time, you indicate how far the order has been cleared for invoicing.

Make any selections from the Response type, Rounding, Form, Department and Batch
order drop-down lists. If you wish to use a different alternative from the ones in the drop-
down list, go to the Properties Register in order to define your own alternatives.

VAT: From the VAT drop-down list you can choose between Domestic, Export outside EU,
Export EU, VAT exempt customer or Export to EU 3rd Part.

Factoring: If you use an external factoring company, select Yes from the drop-down list.

Select or clear the check boxes below the drop-down lists so that they are appropriate to
the relevant quotation. Some of these check boxes are more relevant for multi-user
systems so that all users can see how far the order has been processed:

Process complete: By selecting this check box, you tell the other users that you have
already registered all necessary information. If there is any part of the order, for example
information concerning prices, discounts, freight, etc. that has not been completed, you
clear this box to show that the order is not ready.

Surcharge: This setting is inherited from the contact register, but you can also change the
setting here. Remember that the surcharge depends on the product, which means that you
may also have to register the setting in the product register.

Ready for invoicing: This check box is only relevant if one user registers an unprocessed
order and another user invoices it. If you select this box, you show the other user that the
order is ready for invoicing.

Picked: If you select this check box, you are communicating to the other users of the
program that the ordered products have been picked from the warehouse. This does not,
however, necessarily mean that the warehouse itself has been updated.

Report: Click the Report button to set the printout language and to specify how product
bundles are to be shown in reports.

Order Information: Click Order information to register any details about the sales process,
such as Start date, Expected end date, Probability of sale, as well as Status and Notes. If
you actively consider Probability of sale, and update the field for that, you can in time print
out reports showing how many future sales you will possibly win. At the bottom of the
Miscellaneous tab you can see the name of the person who has raised the order.

Branch network management: If the contact is linked to a Head Office, the Branch network
management button becomes available. This is where you can modify the settings for
where the invoice is to be sent, where the products should be delivered and who the
discount settings will apply to.



User Settings for Sales and Invoicing

Via the different tabs under user settings you can customise the appearance of your screen
for Sales and Invoicing, allowing you to customise the screen to your needs.

v Note! User Settings only apply to the current user and do not affect the settings for

other users.

=T You open user settings by going to View - Settings - User and selecting Sales and
Invoicing in the Settings per Module tab or directly in the module by using the settings icon
in the toolbar.

v Quotation! Please note that the company settings for the quotation module are
grouped together with the company settings for sales and invoicing. However, the
guotation module has its own user settings.

Default Setup

You are able to define the appearance of the Sales and Invoicing screen. There are three
pre-defined settings available.

Simple: Simplifies the screen as much as possible and displays mandatory fields.
Normal: Shows default fields and makes default functions available.
Advanced: Shows all available fields and more functionality.

Click on the relevant button to select an option. The screen for Sales and Invoicing will then
change accordingly.

¢ Tip! From the other three tabs you can change your setup manually rather than using
predefined settings.




Order

Here you can select what is to be displayed in the main window and in the footer, and you
select certain functions.

In the Detailed main window all details for the top half of the main card are shown, no
matter which tab is active. If you remove the tick from the check box, the user will not be
able to see the information in the main card other than the order number and the contact’s
phone number and name.

O User Settings for Sales and Invoicing @

Default Setup | Order | Order bady

If thig tab you can decide which figlds are to be dizplayed in the main window and footer, and you
can adjust the functions ta your specific nesds.

Main window

/| Detailed main window Met/Gross mode
Footer
V|GP VI et
| G VIWAT
| Surcharge V| Grosz
| Discount
Function
Status after invaoicing Invaice

Wiew product list when creating a new order

V| Show intra community warning

| Ok | | LCancel | | Help ‘

Net/Gross mode: In the top half of the order card there is a drop-down list where you can
select to see the order amount as net or gross. If you remove the tick you will simplify the
screen and remove the option (net mode is default).

Status after invoicing: An invoice receives the status Invoiced after invoicing. You can
change this to Order, if you prefer.

View product list when creating a new order: Automatically opens the product list when a
new order is created.

Show intra community warning: This check box only applies to customers without a VAT
number. A warning will appear when adding a VAT code for intra community supply of
products/services to a product when there is no VAT no. recorded for that customer.

Order body

Here you select which Column settings to display in the Sales and Invoicing card. Choose
the columns you want displayed. Note that selecting all will reduce the space for each
column. Most users only display a selection of the columns. By un-checking boxes a simpler
screen picture is presented and you only display a few columns that are relevant to you.

Footer of product tab: Select which fields you want in the product line tab. This is the
footer for each product. The order will still display GP and GM for the whole order at the
bottom.



Company Settings for Sales and Invoicing

j As a rule, invoicing routines vary greatly from company to company. This module is
therefore designed to allow the thorough modification of how these routines are carried
out in the Sales and Invoicing module. The transition from order to invoice with approval

routines and printouts is particularly central here.
You can access the company settings for Sales and Invoicing by clicking View - Settings -
Company - Settings per Module - Sales and Invoicing.

u Note! Here you will also find the company settings for quotations. The user settings for
the quotation module can be accessed in a separate register.

General
In the General tab you will find check boxes regarding order status. These are particularly
important if the program is being used by several users, e.g. one registers orders while

another registers invoices.

]

O Company Settings for Sales and Invoicing

Sales and Invoicing
Define settings for Sales and invoicing madule.

| Frintouts ” Price/Discount ” Export ” Other |

| Do not print orders before they have reached status ‘Processing completed'

Do nat transfer befare 'Ready for transfer' [quatation] ar Ready for invoicing [order)
¥| Do not invoice before all products on an order have been delivered,

The company reserves purchazes for customers

The company reserves stack items for customers

The company uses service invoices

The company uzes subscription invoicing

| Edit posted invoices and journals

Any limitati when the products are not in stock:
@ Allow entering quantity greater than quantity available
Shaw warning if quantity entered is greater than quantity available
Do not allow entering quantity greater than quantity available

| 0K | | Lancel | | Help |

Do not print orders before they have reached status 'Processing completed': Leave un-
ticked to allow for printing of orders before you finished processing them.
Do not invoice before 'Ready for transfer' (quotation) or 'Ready for invoicing' (order): By

activating the setting, you will not be able to transfer a quotation to order, or an order to
invoice unless the check boxes 'Ready for transfer' (quotation) or 'Ready for invoicing'



(order) have been checked. The 'ready for invoicing' status depends on how you apply the
Ready to invoicing will be updated by printing... function in the Printouts tab.

Do not invoice before all products on an order have been delivered: Leave this box un-
ticked if you want to be able to invoice even though the order contains items that have not
yet been delivered. You may apply these settings for customers where you have agreed not
to invoice before the full order content has been delivered or if you do not want to use
delivery registration. A partly delivered/invoiced order will in that case generate a
Backorder when invoicing. You can change the number of products to be delivered in the
field To be delivered in the Sales and Invoicing window. The backorder is processed like a
new order.

You can allow the company to reserve products for an order from a specific purchase by
selecting The company reserves purchases for customers and The company reserves stock
items for customers.

If The company uses service invoices you will have opportunities to print out a job
description for an order and printout a service invoice, with or without product lines.

The company uses subscription invoicing should be selected if you would like to be able to
easily generate invoices for your customers that have subscribed to a service or regular
delivery of your products. The functionality is available only as an add-on product in certain
program versions.

Edit posted invoices and journals should be selected if you wish to be able to edit posted
invoices and journals without needing to credit the item or redo work already done. Read
more about this new functionality within the "Financials, Logistics and Human Resources"
book in the "Accounting" chapter.

Any limitations when the products are not in stock: Here you can determine in how far
quotations / sales orders with larger quantities of products than what is in stock can be
registered: You may decide to ignore this possible issue (Allow entering ...). You may like to
display a warning to alarm the user that the product is not in stock (Show warning ... ). Or,
for sales orders, you can also prohibit registration when the quantity is higher than the
current stock (Do not allow ...).



Printouts

Here you can specify settings that determine how your sales reports are to look:

Q Company Settings for Sales and Invoicing @
Sales and Invoicing
Define settings for Sales and invoicing madule.
General | Printouts | Price/Discount || Export || Other
Ma. of . = \nvo_ic_e copy when -
0. of copies == invoicing [rrvoice
The field 'Picked' should be updated by printing [hone] |Z|
Ready for invaicing will be updated by printing [hane] |z|
Language in Sales and Invoicing |_| Danish o
— |Dutch
English [IE] -
Sort when printing several orders (Order no. |z|
Sorting of product lines on pick list:
@ Sorted in the same order as they were entered in the order
Sorted by warehouse and by location in the wanehousze
| Or-screen test printout when invoicing
| Dizplay YAT on Sales and Invaicing printouts.
| Uk i | LCancel | | Help |

Enter the No. of copies (in addition to the original invoice) and which Invoice copy you
want to print out in the sales and invoicing module.

Invoice copy when invoicing: Select which report should be used when printing invoice
copies during invoicing.

The field 'Picked' should be updated by printing: This setting applies to the Picked field on
the order. Select Delivery note or Picking list depending on what is best suited to your
business.

Ready for invoicing will be updated when printing: Select Delivery note or Picking list
depending on what best suits your business. If you would like to invoice as soon as the
picking list has been printed it would make sense for you to select to update to 'Ready for
invoicing' status after printing the picking list.

Language in Sales and Invoicing can be selected if you want to print out invoices in a
different language. The language will be available as an option in the Sales and Invoicing
module and Quotation in the Miscellaneous tab when you press the Reports button.

Sort when printing several orders: When printing out several orders it might be useful to
select a certain sorting order. You could sort by customer no., for example, instead of by

order no., which is the default sorting setting. If you use subscription invoicing you might
want to sort by subscription no.



You can print out the pick list in two ways, either Sorted in the same order as they were
entered in the order or Sorted by warehouse and by location in the warehouse. The latter
can be very useful in achieving efficient picking in the warehouse.

If you always want an on-screen print preview before you print invoices, you can activate
this by selecting the Test printout when sending invoice to screen check box.

If you do not tick Display VAT on Sales and Invoicing printouts this field will not be
displayed.

Y Note! If you remove the tick here, please ensure that this concurs with the rules in your

company.

Price/Discount

Here you select the rule that will apply for prices and discounts when registering products
for an order.

Q Company Settings for Sales and Invaicing @

Sales and Invoicing
Define seftings for Sales and invoicing module

General || Piintouts | Price/Discourt | Export | Dther |

7] Register price sxcl VAT on order ines [net invoicing)

Frices are taken from the Delivery Date and not the Program D ate
The highest discount ovenules the discount hierarchy

Buantity discount is in addition to other discounts

i ] 4 | ‘ Cancel ‘ | Help |

Register price excl. VAT on order lines (net invoicing): If you select the price is shown
without VAT on the product lines.

Prices are taken from the Delivery Date and not the Program Date: By default, the price is
retrieved on the program date when the item is created. This means that the system
retrieves the price that applies when the order is created. If you enter prices that will be
applied in the future, you can select this setting in order to use the new prices automatically
based on the sales order's delivery date instead of program date. You must then use the
field Date of delivery when creating the sales order. The delivery date will indicate an
"intended delivery date". If you at a later time change the date of delivery, you will be asked
if you wish to regenerate the order lines.



The highest discount overrules the discount hierarchy: If you want to override the discount
hierarchy, you should select this option.

Quantity discount is in addition to other discounts: You can also add quantity discounts by
selecting this option.

The cost price should include 'Expenses' from the Product card in addition to the Purchase
Price: The option is only available if you have selected Purchase Price as the Basis for cost
price in the company settings for products, in the Price processing tab. If you select this
option, the cost price for quotation and order/invoice will be based on purchase price and
the expenses in the Expenses field in the product card, in the Price tab.

Export

You can automatically export information files from the program and the settings for this
can be found here.

O Company Settings for Sales and Inveicing @

Sales and Invoicing
Define settings for Sales and inwaicing module.

General || Printouts | Price/Discount | E#port | Dther
Expant of the info file from the Sales and Invoicing module
Use file expart
Expart farmat Empty file with order nun
Produce fle at |reraicing
Folder El
Quotation
/| Create a PDF quotation copy when transferring to arder
Order

Create a PDF invoice copy when invaicing

‘ Lancel ‘ ‘ Help ‘

If you want to export orders from the program, you must select Use file export and select

the export format. You can choose whether the export is to occur by printing out a Picking
list, Delivery note or Invoice, and in the Catalogue field you state where the file should be
saved.

Create a PDF quotation copy when transferring to order: The transferred quotation will be
saved as a PDF document. The quotation copy can be opened from the order/invoice.

Create a PDF invoice copy when invoicing: Save a PDF copy of the invoice when invoicing. If

you have selected the option, you will be able to access the copies from the Sales/Invoicing
and Contact modules.



Other

Tab for other settings:

O Company Settings for Sales and Invoicing @
Sales and Invoicing
Define settings for S ales and inwvoicing madule.

General || Printouts || Price/Discount || Export | Other

Schedule delivery on product line Date of deliven |Z|
Fixed text, arder [Your awn text) |Z|
Intra community text Default |Z|
Our reference Always use contact's 'our ref* |Z|
Product number of products to be added ta all new orders Ll

Inherit project from the product madule
Factoring
| Uk, i | Lancel | | Help |

In Delivery period on product line you select whether you want to display the delivery
week or the delivery date on reports. You can also add Fixed text, Sales/Invoicing. The text
itself is retrieved from the Properties register. This text will then be displayed on invoice
printouts.

Intra community text: From this drop-down list you can choose the text shown on invoices
with order lines that have a VAT code for intra community supply of products and services.
If you choose Default the following text is added to the invoice: Intra community supply of
products and services. You can change this text or alternatively create your own text in the
Properties Register and add this instead. In the invoice the related products will contain an
asterisk (*).

From the Our reference drop-down list you decide how Our reference will be selected
when creating sales orders.

A product can be added to all orders as they are created by registering the product number
in the Product that shall be added to all new orders. This could for example be used if you
always add a dispatching fee.

You can mark the Inherit project from product module check box if you wish.

Factoring: By clicking on the Factoring button you can add information about your factoring
company.



How to Create an Invoice

& Tip! You can choose to view an On-screen test printout when invoicing in the company
settings for sales and invoicing.

Go to View - Sales/Invoicing - Order Registration, or click the shortcut button on the
desktop.

=} Click the Invoice button in the toolbar to begin invoicing.
Select the type of printouts you require and click OK.
Tip! You can invoice several orders at once by selecting Filter to the left in the invoicing
window.
If you answer Yes when asked whether the order is to be invoiced, the Nominal ledger and
Customer and Supplier Ledger will be updated with the relevant changes.

~

o Tip! If you do not approve the printout, a report will be generated containing all
invoices that have not yet been printed. You can later print the invoices at a time that
suits you. Please note that the report is not stored within the system and should
therefore be printed at once. You can at a later time print the invoices by defining a
selection in the print menu. Read more about this below.

How to print an invoice copy
You are strongly recommended to print an invoice copy every time you create an invoice.
The setting can be defined in the company settings for Sales/Invoicing.

You can also print invoice copies at a later time. The system saves information about which
report and report group were used when the original report was printed.

& Tip! It is possible to edit invoices after they have been issued and then print them again.
Read more in the introduction manual "Settings, Reports and Filters", chapter
"Accounting".




1.
2.

Locate the invoice in the order registration module.

J Click Invoice.

O Invoice copy E3

Click '0k' to print an invoice copy

Click '"Cancel' to close the window.

y - . Test print
Filter @ Invoice copy L
_ . () Invaice copy, optional repart Fririt test print to screen
@) Active
Cazh invoice - 5
Al Credit card invoice Print
() Filker International invaice -
|nvaice Send ta Printer |Z|
Invul.ce [Slar.ldard.furm] ) Reports e
Service Invaice with product lines
Service Invoice without praduct lines Oy, 1 =
[ Select printer

o Invoice copy settings

| Ok H| [ Lancel ] [ Help ]

The system suggests an Invoice copy and the report group that was used when printing the
original report.

Click OK.
of

i

¢ Note! If you choose to print an Invoice copy, optional report, the copy will not be
identical to the original invoice. The same is true if you have edited the report after you
printed the invoice.

PDF Copy

It is also possible to convert an invoice copy to PDF format, so that you always have the
possibility to print en exact copy of the invoice.

In the Company Settings for Sales/Invoicing, in the Export tab, you can choose to create a
PDF invoice copy every time you create an invoice. If you activate the setting, you will be
able to open the PDF copy directly by clicking the Open Sales/Invoicing document list in the
Sales/Invoicing module. The copy can also be opened from the Documents tab in the
contact module. To print the PDF copy, open the file and click Print.
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6
7.
8
9

Creating a Cash Invoice

Select View - Sales/Invoicing and Order registration.
1 Click New.
Select the contact and click OK.

Select Cash invoice from the Payment terms drop-down list.

Papment terms Met 10 days I

i)

Preject .azh iy ce
Cazh on delivery

Our ref. Direct papments
“our ref. Net. 7 days
Met 10 days
Reference Met 14 days
Met 20 days v

Fill out the rest of the order and enter the relevant products.
_} Click the Invoice button (Transfer).
Select Cash invoice from the list and click OK.
Check that the print form to screen is correct (test) if this is displayed. Click Close Preview.

Answer Yes to the question whether the order should be invoiced.

10. Answer Yes to whether you want to approve the invoice.

~

¥ Note! The Cash invoice is automatically posted via the customer or supplier ledger if no
other settings are made. To check which settings apply to the payment term Cash
invoice you can select View - Settings and Company database. Open the properties
register and select Payment terms. Select Cash invoice and click Edit. Click Advanced to
see details.
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10.
11.

12.
13.

Crediting an Invoice

Select View - Sales/Invoicing and Order registration.

Select Invoiced from the status drop-down list.

Browse to the invoice you wish to credit.

P Click Delete.

Answer Yes to the question whether you want to generate a credit note for this invoice.

An unprocessed credit note for this invoice will be created. You can edit it if you need.

) Select the Invoice button in the toolbar to transfer the credit note. If you are informed
that the credit note is unprocessed you will have to go to the Miscellaneous tab and tick
the Processed box.

Select Credit note and Send to printer.
Click OK.
Check the preview. Close preview by clicking Close preview.

The Credit note, update of warehouse window will be displayed. If all products are to be
updated in warehouse, click Close.
Answer Yes to invoice the order. The credit note will now be posted.

Answer Yes to approve the printout, if it is correct.
i

X Note! You cannot credit an unprocessed order. If you click Delete, a window will pop
up where you can select to register the order as a Lost sale or Cancelled, or you can
cancel the action.
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11.
12.
13.
14.
15.

16.
17.

How to create an independent Credit Note

Normally, a credit note will have a reference to an existing invoice; however, situations may
occur in which you need to create an independent credit note.

Select View - Sales/Invoicing and Order registration.

Select Unissued credit note from the status drop-down list.
1 Click New.

Select the customer from the list and click OK.

In the screen that appears, you will have the option to link against an invoice, either by
selecting it from the list or by entering the invoice number directly into the field for this. If
this is an independent credit note, you do not link the credit note to any invoice.

Click OK.
Select the Product lines tab.
L Click Show product list.

Select the product you want to credit and click Insert.

. In the Number field you enter how many will be credited. Make sure that the number is

entered with a negative sign, i.e. a minus sign.

¥ Click the Invoice button.
Select Credit note and Send to printer.
Click OK.
Check the printout and close the preview by clicking Close Preview.

The Update of warehouse screen will appear. If all products are to be updated in the
warehouse, click Close.

Answer Yes to invoice the order; the credit note will be posted.

Answer Yes to approve the printout, if correct.
=
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Printing a selection

You can use the filter feature for invoicing if you want to print multiple invoices at the same
time, or if you want to print invoices which have not yet been printed.

Go to View - Sales/Invoicing - Order Registration.

Open an Unprocessed order or Unissued credit note by selecting a status from the drop-
down list Status in the upper right corner.

Click Invoice.

Select Filter.

Select print medium in the Send to drop-down list.
Click OK.

Select relevant filter criteria in the window that opens.
__or__

Click the Filter button to open the advanced filter options which let you refine your
selection.

Define the common criteria for the orders or credit notes you wish to print. You can read
more about the tabs in the window in the chapter "Search and Filters" in the introduction
manual "Settings, Reports and Filters". Below, you can find an example of how you can use
the Advanced tab.

Confirm the filter by clicking OK.

Click OK to open a list containing all orders/credit notes that fulfil your criteria. You can
limit the selection further by using the arrow buttons.

10. Click OK in order to print the selection.

o
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12.

When invoicing an order, you can choose not to print the invoice by clicking No when asked
if the printout is approved. When you want to print these invoices, complete the following
procedure:

Go to View - Sales/Invoicing - Order Registration.

Open the invoice in question by selecting Invoice from the Status drop-down list in the
upper right corner.

Click Invoice.

Select Filter.

Select print medium in the Send to drop-down list.
Click OK.

Click the Filter button and open the Advanced tab.
Click New.

Expand the Sales and Invoicing category by clicking the plus sign. Expand the sub-category
header Order in the same way. Select the option If the invoice printout is accepted.

. Click Next.
11.

Select No/not checked in the Value field. Make sure that the [=] sign has been selected in
the Conditions field.

Click OK in order to display the selection in a list. Review the selection and click OK to
confirm that the selection is correct.
of

o Tip! If you click No when asked if the printout is approved, an overview will be displayed
listing all invoices that have not yet been printed. You can print the list in order to cross
check the selection.
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Duplicating Quotations/Orders/Invoices

By using a wizard you can duplicate a quotation, an order or an invoice to one or several of
your customers. The duplication wizard starts via the Duplicate button in the Quotation or
the Sales/Invoicing module.

Select View - Sales/Invoicing and click Quotation Registration or Order Registration.
Locate the Quotation/Order/Invoice you want to duplicate.
Click on the Duplicate button located in the top toolbar.

The wizard opens and you can select which customers you want to duplicate.

Active: The quotation/Order will be duplicated to the same customer as you are duplicating
from.

All: The quotation/Order will be duplicated to all the customers in your contact register.
You can pick single customers out from the wizard from the selection.

Query: If you select query you can specify the selections you are duplicating to.

You can select to Go directly to the report showing the customers which are to be
included in the selection, however this is not recommended if you have previously
completed the process.

As default Show status reports is marked. In the wizard you are able to print a report that
displays which customers Quotations/Orders are created for. You can remove the marking
if you do not want to view status reports in connection with duplications.

Click Next and follow the wizard.

Click Complete in the last step of the wizard to start generating the Quotation/Order. Be
aware that this operation cannot be reversed.
wf

Batch Invoicing

Batch invoicing is based on several Unprocessed batch orders.

Contacts can be set up with batch orders as default using the Settings in the Contact
Register. The Batch order wizard is activated by clicking the Invoice button. You then select
one or more customers and retrieve the orders to be included in the batch invoicing.

Select the relevant orders and move them to the Included window using the transfer
arrows. You now receive a report of all invoices that are included in the batch invoice.
When these are approved, one unprocessed order is generated for each Customer and
Currency from the selection. These will form the basis for further invoicing.

The Unprocessed batch orders that are included now change status to Order basis for
batch order, and cannot be edited or processed. The invoicing itself takes place through the
status Unprocessed orders.



If you want to create rules for which credit you want to give particular customers you can
set up a Credit limit or put an Account on hold.

Credit limit is an amount limit that sets out how much credit you want a customer to have
in the customer ledger. Account on hold is a selection, which implies that the customer
should not be granted any credit in the customer ledger.

The amount limit is set through the contact card under the Settings tab. Click the Customer
button and select the Customer & Supplier Ledger tab in the Settings for (...) window. In
the Customer credit field you select the amount that will apply for the specific customer.
There are also fields for Credit limits and Accounts on hold in Supplier settings.
g Note! If you tick the box for Credit limit the amount will be irrelevant. Account on hold
means that the customer will not be granted credit.

By default, Credit limits/Account on hold works in the following
way for users that are not super users

The credit limit that is given is checked against the outstanding amount in the customer
ledger. Unprocessed orders that are already registered will not be included.

When creating a new sales order, invoicing a sales order or delivering goods, the user will
receive a note that the customer has passed the credit limit, or that the customer has their
account on hold. It will not be possible for the user to complete the operation.

Access for using Credit limits and Accounts on hold

Credit limit and Account on hold setting are controlled by the Access controls. By applying
these, the system administrator can decide whether certain users will be able to override
these settings.

Under Sales/Invoicing in Access templates you can find the following access control:

Creating sales orders for customers that have exceeded the credit limit or have their
account on hold: With this access control activated it is possible for users to create sales
orders, even if the customer has exceeded the credit limit or has their account on hold. The
user will be warned that the customer has exceeded the credit limit or has their account on
hold, but can still select to create the order.

! Note! It is still not possible to deliver the products, or to invoice the order. To be able to
make a delivery or invoice, the customer's outstanding amount must be lower than the
credit limit. When this is exceeded, you must change the Credit limit, remove the
Account on hold selection or reduce the customer ledger in order to make the delivery
and to invoice the order.




Specific to single-user installations/super users

If you are named as a Super user in your User profile the option that allows you to create
the sales orders will be active by default. You are able to create a sales order despite of
Credit limits/Accounts on hold. In a single user installation one user will be the super user.
The Credit limits/Accounts on hold functions work differently for single users.

If you want to prevent yourself as a single/super user to create sales orders in the same way
as described above you will have to create a separate user that you can then link to an
access template.

#=Tip! You can search for customers with accounts on hold: In contact management, click
the Search icon in the toolbar. Click Multiple criteria, and select Customers with
accounts on hold from the Extended tab. You can also print a Contact list. In the report
selection screen you can select the report to display Customers with accounts on hold
from the Extended tab.

Order and Warehouse Reports

‘= You can click the Print icon in the order registration screen to print various reports
from the order.

You can select between a variety of reports to suit your company. You can print sales order
confirmations, a picking note or a delivery note.

y

& Note! You can only select one report at a time.

Filter

As default the order that is active is selected i.e. the order you worked in when you clicked
the Print button.

You can select several orders at once by selecting Filter. A screen opens and you can choose
Print criteria to select what orders to print.
g Note! Note that you can make selections based on the Our ref. field, making it possible
to only print orders you created yourself.

You can also use the filter button to access the regular selection screen where you select
more advanced selection criteria. If you select All, all of the items will be printed. Be aware
that all items can be a large and time consuming print job.
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Printers

The program sends the report to the Printer. Your default printer is usually selected
however you can activate the Select printer check box. The print dialogue will open where
you select printers installed on your machine or the network.

If you select to send the report to Preview the report will be displayed on the screen.
You can also print to e-mail or fax, if you have a fax printer installed.

You can select the number of Copies. One (1) means that One (1) document will be printed.

How to add Fixed text to an Order or Invoice

Fixed text that will be used on invoices first has to be entered in the Properties Register.
You then select this text when you create an order.

Create the order.

Select the Text tab before you process the order.

Click the search button to the right of the Select text field.
Select the fixed text.

Click Insert.
=i

v

< Note! If you want the text to be included on one or several orders that are created you
will have to enter each one of them and repeat the points from 2 and out.

If you want this text to be included on newly created orders every time, you can do the
following:

Select View - Settings - Company - Settings per Module - Sales and Invoicing.

Enter the text in the Fixed text, order drop-down list.
=i

Printing an Invoice in a Foreign Language

A contact can be set up to receive communication, including quotations and invoices from
you, in another language. Products can also have their names registered in other languages,
so you can add them to foreign customer communications. If the language has been set for
the contact, this will happen automatically.



1. Open the contact's Contact Card.
2. Select the Other info tab.

3. Select the relevant Language from the drop-down list.
~

v Note! If an order or quotation was created before the language settings were made in
the Contact Card, the order will still be printed in the language of the company
database.

If the contact is not set up for a certain language or the contact’s language changes after
the order was created, you can still print documents in any language you select.

Select View - Sales/Invoicing and Order registration.
Create a New order or select an existing unregistered order.
Select the Miscellaneous tab.

Click Reports and select a language e.g. Norwegian.

Click OK.
«

A A

Printing Invoice Copies

Through company settings you can specify how many invoice copies you want to print out
when invoicing.

& Tip: You can also edit posted invoices. Read more in the introduction manual
"Financials, Logistics and Human Resources" under "Accounting".




1. Select View - Settings - Company.
2. Go to the Setting per Module and click Sales and Invoicing.
3. Select the Printouts tab.

O Campany Settings for Sales and Invaicing @
Salez and Invoicing
Define settings for Sales and invoicing module.
General | Printouts | Price/Discount || Export | Other
Mo, of copi +| Invoice copy when ©
o ofeopes 2 irvoicing Iveoice E
The field 'Picked' should be updated by printing [hone] |Z|
Ready for invaicing will be updated by printing [hone] |z|
Language in Sales and Invoicing |_| Danish -
— |Dutch
English [LIK) -
Sart when printing several orders Order ho, |Z|
Sorting of product lines on pick Rist:
@ Sorted in the same order as they were entered in the arder
Sorted by warehouse and by location in the warehouse
V| On-zcreen test printout when invoicing
| Dizplay YAT on Sales and Invaicing printouts.
| 0K | | Lancel | | Help |

4. Inthe No. of copies field you can select how many copies you want to print for each
invoice.
5. Click OK.
~



Using Foreign Currency on Orders/Invoices

The currency that is registered for a contact will also be the prevailing currency on orders
created for that contact. For example, if the contact uses USD, the currency on the order
will automatically be USD as well. If you select a different currency for the order than you
have for the company database (which you fixed under View - Settings - Company -
Financial Settings and which is also the currency for your product prices), you will first need
to update the exchange rate for the currency on the order. After you have done so you can
enter the products under the Product Lines tab on the order card. The program will
automatically convert the product price from the product's currency to the currency of the
order according to the exchange rate you determined in the currency register.

It is important that you at all times remember to update the exchange rate before you
enter the products into an order. If you update the active currency rate after you have
added the products to the order, the product price will not be updated automatically. If, for
example, you add a product to the order, re-open the order later to add another product
and want to update the price for the product you entered first with the new exchange rate,
you will need to update the rate in the currency register and then add the product to the
order once more. Only this way will guarantee that the product's converted price is being
calculated based on the latest update exchange rate.

Clicking on the search button to the right of the Currency drop-down list will open a
window displaying all registered currencies.

Directly click into the Exchange rate to edit the rate that is registered already and in this
manner, make the changes you require.

Invoicing in the Customer's Currency

Sometimes you want to be able to invoice the customer in their own currency. If the
customer is always to be invoiced in their currency you should select the currency in the
customer's contact card. In some cases you might want to override the currency directly in
the order.

The program will convert the postings to your local currency; you will however be able to
enter the items in the relevant currency. Therefore, it is important that you keep the
currency exchange rates updated. The currency register is located under View - Accounting
- Currency.



Select View - Contacts - Contact Management.

Select the customer using the List button or the blue arrows.

1
2
3. Select the Settings tab.
4

Click the Customer button and select the desired currency in the Currency field.

1. Select View - Sales/Invoicing and Order Registration.

2. Select New to create an order.

O Settings for Your Home ltd @

Customer | Supplier ” Custormer & Supplier Ledger
Payment terms Met 10 days Iz‘ Luto generate status file Yes Iz‘
Dielivery terms Recipient pays freight charE
Dielivery methads Mail package |z|
WAT Domestic Iz‘ Surcharge MNo Iz‘
Rounding [hane] lz‘ Fesponze lype [none] lz‘
Print redium far Sales & Invoicing Printer |z| Head office Mo |z|
Order discount in % 0,00
Currency DIKEK lz‘
Batch [nvoice gi 1

0ZD

D

EGP 52

3. Select the desired currency in the Currency field.

~




Delivering Products

An expedient way of delivering products is by clicking Deliver Products in the Product &
Warehouse focus area. If you choose this method, you will be able to choose from a list
displaying Order number and contact Name. You also have the possibility to deliver
products via the warehouse module, from the Orders not delivered window. This method
gives you more detailed information regarding order lines as well as shortcuts to any
existing purchase reservations and the purchase wizard.

Go to View - Warehouse - Warehouse - Orders, not delivered.

Q) Warehouse/Logistics =% [EcR(===]
:fi -
e [2) | @ Deliver Praducts ] Go to sales order 3 Reserve Stock ltems 7 Purchasing Wizaid | (1 v | @ [l
= =
= Status N - Productno [1] 7] Show orders vith future delivery date

Project Res. stock Res. puich, Deliverabi »

Orders, not delivered | Drder no. St
FRY:

ed  Date of deCus

0 . 1667 %
Mon-Recsived 116 Unprocessed oider 29.10.2008 The Fumiture Store 4000%
Puichases

-t
Produos with
availabilty belov
puichase level
=)

LAY
Purchass reservations

Associsted productlines | Reserve purchase

Y Date of deProduct ncProduct Name  Warehouse/location Stock  Total stockMot delivered Res stock  Res purch. Deliverabilit »

Stock movements and
reservations

=)

Warehouss Register

Select an order at the top of the window for which you will withdraw one or more items
from the warehouse to deliver to the customer.

¥ Click Deliver products.

Change the figure under To be delivered if not all of a product is to be delivered from the
warehouse. If all available products are to be delivered, click Update all available products
with 'to be delivered' to automatically adjust the figure in the To be delivered column. If
not all products in the order are to be delivered, a backlog is created when the order is
invoiced.

You can select one or more pick lists and packing lists for printout if required. Adjust the
date for Picked, Packed and Sent if they do not have the current date.

Click Print and update warehouse.
wf



If you are delivering a product marked as Required serial number for receiving goods and
withdrawing goods in the Settings in Product

Register tab and you have selected Serial number must be picked manually in Company
settings for Product/Warehouse handling, a screen will appear in which you have to select
the unit (serial number) of the product that is to be delivered.

o Tip! You can register the delivery of products in an order and print the related reports
Pick list and/or Packing list. This is an alternative to updating stock and printing reports
from the Sales and Invoicing module.

@ Tip! If a customer has exceeded their credit limit, you will not be able to deliver any
products to them. The outstanding payments must be reduced first, or the credit limit
will need to be expanded on the contact card.

Backorder

An order can have the status Backorder. This means that components of the order have
been delivered and invoiced.

A backorder is generated when you choose to change the quantity to be delivered and then
invoice the order. The backorder is handled as a new order. The original order number will
be displayed on the printout when printing a backorder.

In order to change the quantity, enter the new amount in the To be delivered field in
Sales/invoicing. The backorder which is created when you invoice the order can be found by
selecting Backorder from the Status drop-down list.

In order to use the functionality, you must make sure that the box Do not invoice before all
products on an order have been delivered is un-ticked in the company settings for Sales
and Invoicing.

Price and Discount

Prices and discounts are transferred from the order to the backorder. Quantity discounts
will also be transferred in order for the backorder to retain the same discount as the
original order.

g Note! Please note that the quantity discount will not be recalculated in relation to
guantity. If you want to recalculate it, click Regenerate Order Lines and choose to
include discounts. You will thereby calculate the quantity discount in relation to the
guantity on the backorder and not in relation to the original order.




The Product Flow Window

"] The product flow window gives you complete control of all stock movements. The
window lets you track those transactions which caused the stock movement as well as
locate the journal entry in the Nominal ledger, if an entry has been registered. You can
access the window from the Stock Movement and Reservations view in the Warehouse
module.

T+ You can also open the product flow window from Sales/Invoicing and Purchases in
the Product Lines tab.

The window lets you track those transactions which caused the stock movement as well as
locate the journal entry in the Nominal ledger, if an entry has been registered.

() Praduct Flow EI@
Order no. E‘ 1 0h & @ e
Stock movement no. 702
O, Sales - Stock movement no.: 1, 100030 Batch na. 756
. Stocktaking - Stock movement no.. 758, 100063
Out, Sales - Stock movement no.: 2, 100083 Lategoyy Stocktaking
Stocktaking - Stock movement no. 755, 100001 Product 100030, Book Case, PEGASUS-ED L
- D:ut, Sales - Stock moverment no.: 1939, 100007 ‘Warehouse Main warehouse ;‘j
=3 In Retum from customer - Stock movement no.: 207, 10000 Location B
0w, Sales - Stock movement no: 3, 100007
. Stocktaking - Stock movement no. 780, 100025 Type In
Out, Sales - Stock movement no.: 4, 100025 Stock date 2008-10-21 15:47
Stocktaking - Stock movement no.: 777, 100021 =
O, Sales - Stock movement no.: &, 100021 oy 23 Putchass na. v
. Stocktaking - Stock movement no.: 787, 100035 Stack 75 Order no. 0
L Out, Sales - Stock mavement no.: B, 100035 Reserved 0 Contact 1]
Stocktaking - Stock movement no.: 757, 100024 Purch. Price 242.00
O, Sales - Stock movement no.: 7, 100024
Stocktaking - Stock movement no.: 785, 100033 Expenses 1200 3]
Out, Sales - Stock movement no.: 8, 100033 E=pense pioduct when goods are taken out of the warehouse
. Stocktaking - Stock movement no: 781, 100029 Mo
- Out, Sales - Stock mavement na.: 9, 100029 X X
. Stacktaking - Stock movement no.. 760, 100004 Sernial number, Conzsignment [0 and best before date
) Ot Sales - Stack movement o 117, 100004 Gty Serial number Consignment Best before date -
El In, Rieturm from custamer - Stack mavement no.: 158, 10000
- Dul, Sales - Stock movement no. 10, 100004
Stocktaking - Stock movement no: 761, 100005
- Out, Sales - Stock movement no.: 118, 100005
= In, Retum from customer - Stock movement no.: 159, 10000
. Out, Sales - Stock moverent no: 11, 100005 a2
] T » i

The Toolbar

By using the two fields in the top left corner as filters, you will be able to view the relevant
movements. Use the fields to define what kind of movement you want to view and the
number of the movement. If you choose Entry no., you will also be able to select the
accounting year.

L st Opens a list of Orders or Purchases.

0 Show Journal list: Displays all journal entries linked to the displayed movements. If a
movement has been registered, you have the possibility to open the journal entry linked to
a given movement by highlighting it in the list and then clicking the icon in the bottom right
corner of the window.



= Print: Opens the printout window from which you can print reports on stock
movements with or without journal entry information, based on the selection you made in
the product flow window.

The Left Side of the Window

Stock movements are displayed in a tree structure in the left of the window. You can
thereby track the information both "ways". Highlight a stock movement in the field to the
left in order to view updated stock movement information in the field to the right.

The Right Side of the Window

In the window's right half, you will be able to view detailed information regarding the stock
movement highlighted to the left. The buttons will only be available if the related items
have been linked to the movement.

You can find more information regarding the buttons within Help (F1).

Delivery Plan

In the order registration window, you can view purchase and delivery information related to
the products in the order. The overview is displayed in the Delivery Plan window and
contains purchased products which have not been received.

]
Product Flow
Delivery plan
Reset the number in the column 'To be delivered' to 0

Remove all partial sums

g Open the delivery plan window from Product Lines tab in the Sales and Invoicing
window. Click the arrow button to the right of the button and select Delivery Plan from the
drop-down list.

g Note! The button may have different names depending on which functions have been
activated.

Order Number, Contact and Order Date are displayed at the top of the window.

Product Lines

The window's top half displays order details, including delivery information.



List of Non-received Purchases

The bottom of the window displays a list of non-received purchases of the product
highlighted in the window's top half.

3 You can navigate directly to the purchase by clicking the icon in the bottom half of the
window. You can also double click the list entry to open the purchase.

Creating Purchases based on Sales Orders

You can create purchase orders based on sales orders if you have activated the functionality
in the company settings for product.

When the customer orders products you can create a purchase based on a sales order. A
wizard will help you with this. Before the purchase order has been transferred to the status
Purchased, you are able to accumulate the quantity in new purchases based on sales orders
from the same supplier.

=3 ¥ Start the wizard from the Product line tab on the sales order. Click the arrow to the
far right and click Create purchase based on order. If you cannot find this option, you will
first need to select that you wish to use this functionality in the company settings for
product.

Text || Miscellaneous
=
Create purchase based on order

Praduct Flow

Delvery plan

Reset number in the column "To be delivered’

& Tip! If you do not have this option, you must first activate the functionality in the
company settings for product.

The wizard consists of 3 steps:
Step 1

Select whether to purchase the products from the default supplier or another supplier and
click Next.

Step 2

In this window you select which information you want transferred from the sales order to
the purchase.



Q Purchasing Wizard

Transfer settings from sales order

Here you decide what information pau want ta extract from the sales order and include in =
the purchase -

& [

What inf tion iz to be b f d from zales order to purchaze?

Purchaze price of purchaze must be the zame as cost price of sales order
@ Purchase price as per suppliers price on the praduct card

Transfer text linked to praduct lines from sales order to purchase
| Transfer delivery dates from sales order to purchaze
Transfer free text lines from sales arder to purchase

Transfer delivery address from sales order to purchase

Selection of product lines to be purchazed
Transfer products that are Work/Service from sales order to purchase
| Transfer products that are Stock lings from sales order to purchaze order
Transfer products where quantity ordered on purchaze is zero
Transfer products reserved for purchase

Help < Previous LCancel

What information is to be transferred from sales order to purchase?

Select whether the purchase price for the purchase should be set equal to the cost price in
the sales order or retrieved from the product card.

Select the check boxes for the information you want to transfer from the sales order to the
purchase. If you select to combine several product lines on the sales order against the same
product, it is not possible to transfer information from each individual product line.

Selection of product lines to be purchased:

Select the check boxes to select which product lines are going to be purchased. You can
select whether products that are Work/Services and Stock items are going to be purchased,
and whether products, where quantity ordered on purchase is zero are to be transferred.

Step 3

You have now completed your selections and made all the settings for the purchase order
proposal. Tick the box for Automatically add all products from the selection in suggested
purchase if you would like to enter the product lines into the purchase order proposal
automatically. If this box remains blank, the selection will come up empty and you can enter
the desired product lines manually. The original sales order continues to be displayed in the
background.

Once you are finished, click Complete to execute the selections/settings and continue in the
Products to be purchased window.

¥ Note! I you click Cancel the Filter settings will not be stored.

The Products to be purchased window is displayed inactively in the background until you
have made the necessary settings for the purchase proposal.



Prices and Discounts

Price handling provides great flexibility in determining sales prices and maintenance of the
purchase and sales prices in the product register.

% Tip! In the company settings for product - in the Default Values tab - you can define
default values which will be used automatically when you register a new product. These
settings will be used for all new products. Already existing products can be edited by
using the Price Adjustment feature.

Sales price

A product's sales price is in the field for Sales price via the Price tab in the product register.
If you have activated the company setting Company wants to track the price history for
products you must first click New. You can enter the amount in the Excluding VAT column
or in the Inclusive VAT column. The system will calculate the VAT amount and enter it in the
opposite column.

You can use different prices for different periods, e.g. a campaign that runs for a limited
period. If you use differentiated prices you should activate the display of price history in
company settings for product.

You can also use the External Price list to show adapted prices, which apply to one
particular customer or to a selection of customers.

Discounts

You can offer various discounts to single customers or a selection of customers. Discounts
can be given as quantity discounts, as a percentage or as a nominal value.

You activate the usage of discount deals for individual customers for single products,
quantity discounts and discount for customer categories through company settings for
product.

To simplify the maintenance of discounts you can predefine prices and discounts for a
variety of combinations of customer categories and product groups through the Discount
register.

Mamut Business Software includes functionality for Early Payment Discounts. This means
that customers who pay before the due date stated on the invoice can be offered a
discount. The reason for this is to give the customer an incentive to pay on time and
thereby ensuring your company's profit margins and cash flow. The early payment discount
can be set up in two levels in the Properties Register. The basis for the discount is the
product price including VAT. This means that the discount will reduce the VAT.



Surcharges

In addition to the ordinary sales price you can add a surcharge. You will have to activate this
in the company settings for product. The surcharges are registered in the properties
register under Surcharges. These can be calculated as unit price, price per unit weight, price
per unit volume or as a % of sales value or % of cost price.

Cost price

If you want to estimate gross profit etc. you will have to register the Purchase price. This
can be entered directly or be estimated on the bases of the purchase prices in the Supplier
info tab.

In addition to the purchase price, expenses such as freight, duty etc may apply. They can be
registered in the Expenses field. Together, the purchase price and expenses make up the
product’s Cost price.

With two ways of registering extra cost for purchasing, i.e. posting Duty/Freight invoice or
post freight and handling directly in the supplier invoice, available, you can select whether
these two types of expenses will be included in the cost price. You will find the selections
for this in company settings for product.

The Cost price field is automatically calculated as the sum of the purchase price and
expenses.

Price Changes

The sales price can be changed directly in the product card. If the sales price is changed
manually, you can decide that this will update the price calculated in % or by a fixed gross
profit. The default setting is that a change in the sales price does not change the cost price,
only gross profit.

The wizard for Price adjustment makes it possible to adjust the prices for a group of
products in one operation, as well as fixed sales prices in different currencies.

You can choose whether the purchase prices will continuously affect the sales prices and if
so, how it will be updated. If you want to estimate gross profit manually, you can do this
directly through the Price calculator without further settings. You can also automatically
update the sales price in the following ways:

=  Changes in cost price will affect sales price, fixed gross profit in %
=  Changes in cost price will affect sales price with a fixed gross profit

If you do not want the changes in cost price to affect the sales price, you can let the
changes in cost price influence gross profit and the sales price remain unchanged.

You can select that the purchase prices will update the purchase prices and expenses in the
product card when the purchases are posted. This selection is activated through company
settings for product.



i

¢ Note! Be aware that if you update both cost price at posting and leave cost price
changes to influence sales price then sales prices will automatically change when
purchasing is posted.

Prices in different currencies

On a product's product card you can enter fixed sales prices in one or more different
currencies. These prices are fixed for a single product and you can individually define them
according to your company's needs. In addition to this, you can adjust fixed sales prices
with the Price adjustment functionality. Fixed sales prices in different currencies have to be
activated via the company settings for products.

If you do not want to enter a fixed sales price for a product, you can nevertheless create
orders in different currencies. If you add a product to a sales order in a different currency,
the product's sales price will be re-calculated based on the actual sales price in company
currency and the exchange rate defined in your Currency Register.

In order to add a product with a sales price in a different currency to a sales order, the
order has to be set to the currency: If a customer has defined a different currency on his
contact card, new sales orders will contain this currency per default. Furthermore, you can
change the currency directly on one particular sales order.

Settings

T In User Settings for Product you decide what is to be displayed in the screen. You can
also make selections that will simplify the registration process.

Company Settings control the manner of program usage for all users.

The Price Calculator is used when you want to calculate the optimal retail price for a
product, when you want to set prices determined by date and when you want to enter fixed
prices in different currencies.

Adding/editing the default sales price in company currency

The Standard and Advanced tabs within the Price Calculator help you to find your optimal
sales price, i.e. by calculating the cost price, gross profit and retail price. You can
experiment with different prices and gross profit margins, making it easier to optimise the
combination.



O Price Calculator @
Prices valid from 11.04.201111:14
Diescription Standard price
Standard | Advanced || Currency
Excluding VAT Including AT
Puich. price 50.00 E0,00
Expenses 10,00 12.00 Changes in cost price wil affect
Cost price 60,00 700 Sales price, fiked mark up |z|
Gross Profit 20,00 24.00
tark up % aor factor 3333 @ % Factor Changes in zales price will affect
Sales price 80,00 96.00 Gross profit, fived cost Iz‘
Ok | | LCancel | | Help

Open View - Product - Product Register, tab Price.

Is the company setting for products Company wants to track the price history for products
under View - Settings - Company - Settings per module - Product activated? If so, then

select the price line and click Edit to edit an existing price. If you want to add a new price,
click New.

If this setting has not been activated? Then click the button Price Calculator in order to
change the existing product price. You cannot add further prices.

Enter Date and Time in the Prices valid from field.

Then enter a Description in the field below, for example "autumn sales". It is not mandatory
to enter anything in this field.

In the Standard tab you can enter the most common price adjustments while in the
Advanced tab you can perform more advanced calculations.

Enter the Cost price, Expenses in terms of labour, warehousing, transport etc. The Cost
price field displays the Purchase price and Expenses.

Gross profit can be entered as either a Factor, Amount or as a Percentage. If you enter an
amount the percentage is automatically calculated. Furthermore, if you enter a percentage
or a factor the amount is also calculated automatically.

Note! If you make changes to the Cost price or Gross profit you must select how this will
influence the price calculation. You do this in the drop-down list to the right of the window.
Click OK.

~



Fixed prices in different currencies

Under the Currency tab, you can add fixed sales prices for products in one or more different
currencies than the company currency. You can, for example, define a sales price in Euro
which is individually adjusted to the continental market.

To activate the setting for fixed prices in different currencies, open the company settings for
products. Make sure the check box Company wants to track the price history for products
is activated and then select Company sells products with fixed prices in different
currencies.

In the Currency Register under View - Accounting - Currency, the check box for all
currencies you want to add fixed prices for, has to be activated in the column Show.
¥ Note! A fixed price in a different currency on product level is independent from the

exchange rate defined in the Currency Register. Nevertheless, you should always have
an updated Currency register with actual exchange rates for all currencies you trade
with. The exchange rate is also displayed on the Currency tab in the Price Calculator and
influences the values displayed in several columns. It helps you to get a proper overview
of e.g. the Variance between the foreign currency and your company currency.

O Price Calculator @
Prices valid from 13.04.2017 00:00
Drescription Standard price

Standard Advancedl Currency

Sales price is specified in the company database’s currency, while the Sales price in currency iz specified in the selected
currency. Al prices are excluding VAT,

X

Currency Exchange Sales price in curency  Sales Frice [GEP) GF Wariance [Currency - GBF) -

Ok ][ Lancel ][ Help

Open the product you want to add a fixed price in a different currency for via View -
Product - Product Register.

Select the price line with the correct company price on the Price tab. Click Edit.

Open the Currency tab and click New.




Select the Currency from the list and enter the sales price in this currency under Sales price
in currency.

Click OK to save the new sales price in the different currency.

You can now find the new sales price in the list of the Currency tab.

Tip! It is possible to see how much the Sales price in the different currency differs from your
sales price in company currency (column Variance). A negative value indicates a lower sales
price in the different currency. Furthermore, you will find the Gross profit (GP) and the new
Sales price both in the different currency (Sales price in currency) and re-calculated into
your company currency (Sales Price (<company currency>)). All this information will help
you to find the correct sales price.

If necessary, adjust your sales price via Edit

To save the sales price, click OK.
~

Here you can adjust Sales price, Purchase price, Expenses and Gross profit for several
products at once. Create the filter first, and then select which prices to adjust for the
selection.

u

« Note! This price adjustment cannot be undone. The products will be changed according
to your selections.

Go to View - Product - Price Adjustment.
Set a filter for the products to adjust and click OK.

The settings for price adjustment window will open. Select whether you want to adjust the
Sales Price, the Purchase Price, the Expenses or the Gross Profit.

Note! If you want to adjust the Sales Price for fixed prices in foreign currencies, make sure
you choose the correct Currency from the drop-down list. Please ensure that you have
defined the appropriate settings in order to use this functionality. You can also perform a
price adjustments for All currencies at once, but in this case you can only adjust the
percentage in step 4.

Decide whether to use Percent or In company currency.

Select the date for the adjustment to take effect, within the field for The new prices take
effect on.



10.
11.

12.

13.

Select Rounding rule for changed prices.

Tick the check box, if you want to Update prices of bundles by adjusting the components'
prices. Note, that you cannot adjust product bundle prices directly via the price adjustment
functionality.

Select the Recommended retail price tab.

As for the price, the Recommended retail price can be adjusted in Percent or In company
currency.

Click OK.

If you have changed a price in company currency, compare the results with the original
prices, and correct errors for the products if necessary.

The original price information for the selected product is shown at the bottom of the
window, to help you evaluate the changes before they are completed.

Click New criteria if you want to decline and return to the Settings for price adjustments
window.

Click Complete.
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In Mamut Business Software there are a number of different types of discount. These
discounts are structured in a hierarchical system which overrule each other. This means, for
example, that discount no. 6 can be overruled by discount no. 5 and so on. In this way, only
one discount will be applied in the end. Therefore, if you have registered a fixed price on a
product for a customer, the discount will be applied on top of - or in addition to - this price,
if the customer is also associated with some other product discount.

The Discount Hierarchy in Mamut Business Software

This discount type is entered directly on the order's product lines and overrules all other
discounts in the hierarchy.

The discount is created in the Discount tab in the product register.

Registered as default discount in the Settings tab in the contact management register which
can be accessed via View - Contacts - Contact Management. Click the Customer button and
enter the Order discount in %. Read more about this in the chapter "Contact
Management".



The discount is registered in the Discount tab in the product register.

The discount is created in the Discount Register, accessed via View - Product - Discount
Register, or by clicking the Discount Register button in the product register tool bar.

This is a special type of discount which can be both included in, and independent from, the
discount hierarchy. For example, you can choose to define the quantity discount as a
discount that is in addition to other discounts. Activate this setting by selecting the check
box Quantity discount is in addition to other discounts in the tab Price/Discount in the
company settings for sales and invoicing. There are also a number of other factors affecting
the discount hierarchy. Read more about this below.

You can manage all of these discount types from the Discount tab in the product register.
The only exceptions are discount no. 1 which is defined directly on the order and discount
no. 3, which is defined in the contact management register. Read more about this in the
"Product" chapter.

Settings

Even if you are working with the discount hierarchy in Mamut Business Software, there are
a number of exceptions and settings which can overrule the hierarchy. These settings can
be accessed via View - Settings - Company - Settings per Module - Sales and Invoicing - the
Price/Discount tab.

The highest discount overrules the discount hierarchy: Select this setting if you wish to
offer your customer the highest possible discount. If you activate the setting, the discount
hierarchy will be overruled.

Quantity discount is in addition to other discounts: By activating this setting, any quantity
discount will be added in addition to discounts from the discount hierarchy. The quantity
discount cannot be overruled by other discounts you may wish to create.

If you select both check boxes, the highest discount will overrule the discount hierarchy and
any quantity discount you wish to give will be added in addition to the highest discount. If
you do not select any of the two check boxes, the discount hierarchy will function in the
normal way. Read more about the hierarchy above.

More information about other settings in the tab can be found in the "Sales Follow-up"
chapter.

y Note! A discount will not function if the price is lower than the discount.

You cannot add two discount % to the same invoice. You must instead create a discount
for the product from the product register, in the Discount tab where you enter the
discount as a fixed price.




Early Payment Discount

Early payment discount is a payment term which gives you the possibility to give a discount
to customers who pay before the due date stated on the invoice. The reason for this is to
give the customer an incentive to pay on time and thereby ensuring your company's profit
margins and cash flow.

Discount in the Webshop

The only discount available in the webshop can be defined in the company settings for
products. The setting can be found by clicking View - Settings - Company - Settings per
Module - Product and selecting the Price processing tab.

& Tip! If you wish to offer individual discounts for each customer or customer group in the
webshop, you must purchase a licence for the Mamut Enterprise Extension
PartnerWeb. Read more on our website: www.mamut.co.uk.

Read more about settings and prices on your website and webshop in the "E-Commerce"
chapter.

Supplier discount - Purchase discount

It is also possible to enter the discount you receive, when purchasing from your suppliers.
To do so, go to View - Contacts - Contact Management and open the supplier for which you
want to set a discount. Select the tab Settings and click on the Supplier button below. Enter
the discount in the Agreed discount % field under the Supplier tab.

When linking products to suppliers you can set supplier discount for single products as well.
You can do this by clicking View - Product - Product Register. Open the product for which
you want to set a discount, and then open the tab Supplier. Click New to link the product to
a supplier, and select the supplier from the list. If the product is already linked to the
supplier that the discount applies to, select the supplier and click Edit. Enter the product
discount in the field Discount percentage on purchase.

! Note! This discount type overrules the general supplier discount which you have set in

the contact register.

& Tip! You may also choose to enter the supplier discount manually in the purchase line
when you register a purchase. Read more about purchases in the "Purchasing" chapter.
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“a The Discount register is a discount matrix where you can predefine prices and discounts
for various combinations of customer categories and product groups. To get to the discount
register, select View - Product - Discount Register from the menu, or click the Discount
register button in the product register toolbar.

O Discount Register

Category Product group
[none] - [none] -
Custormer Accessolies
Direct Sales BookCases =
Diistributor + Chairs
Service Complete Solution
Supplier Counter
‘wholesaler i Delivery i
Nemonstation Fumih e
[ 0K ] [ Cancel ] [ Help

]

==l

Discount

000 5

In the Discount Register, select a category and a product group and enter the discount rate
that will be applied to this combination. This discount type has the lowest priority if the
discount hierarchy is not overruled by the setting The highest discount overrules the
discount hierarchy found in the company settings for sales and invoicing.

@ Tip! You can choose to apply discounts for individual products for customer categories
and/or individual customers by defining the setting in the company settings for
products. You will then be able to enter your own discounts for each individual product
which will apply to the various customer categories or customers. Enter the discount
into the product register, in the Discount tab.

Delivery and payment terms are created and edited in the Properties Register. The Program
comes with a set of pre-defined delivery and payment terms.

The due date for an invoice is controlled by the payment terms. Usually, the due date
cannot be changed after invoicing but should you wish to allow changes to the due date
after that, you can specify this in the payment terms.

J Tip! When you create an order you may specify how much you are invoicing in the To
be delivered field. This allows you to print partial invoices if only part of an order is to

be paid for.
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Changes to your terms

Delivery and payment terms can be decided for the entire company database so that you
can set default terms and conditions to apply for all contacts. The terms and conditions are
set in the company settings for contact management. Please note that these settings then
only apply to new contacts you create after making the settings.

Additionally, it will also be possible for most settings to override the company settings for a
single contact and for orders/invoices.

If you would like to change the terms and conditions for several contacts, you should still
first change the company settings, so that all new contacts being created will have the
correct settings. After that you can use the Change values for a selection of contacts
function to update already existing contacts.

Example: Determining the Payment terms for all new and
existing contacts:

Go to View - Settings -Company - Settings per Module - Contact Management.

O Company Settings for Contact Management @

Settings
Diefine settings far Contact Management modules. Click 'Advanced' for further settings

Activities/Our ref.

[] Orly cur ref. can classify Auta. check if the contact exists
contact as inactive when creating new contact

Field descriptions

Status Status Partrer Partner
Line of business Line of business Frivate Private
Category Categary User-defined fields User-defined fields

Default values new contacts

Delivery terms Recipient pays freiglz| Language English |z|
i p Print medium for 5 ales & H
Delivery methads | Mail package |Z| Tt Printer |z|
Papment terms Met 10 daps |Z| Reminder Payrnent reminder |z|
Rounding [hane] |Z| Group for late charges Diefault |z|
Batch Invaice Mo |Z| Credit Charging Ma credit charging |z|
E-rail recipients Contact email addnlz|
8 [ Caneel | [ Help |

Select your preferred payment term from the Payment terms drop-down list.
o



3.

Go to View - Contacts - Change Values for a Selection of Contacts.

Select Simple selection and click Next.

If you would, for example, like to change values for contacts with a specific payment term
only, you can do so via the Advanced selection option. You can find more information on
Advanced selection in a separate section.

Select the Default tab and click the Customer box.

Please note that you have the possibility here to update Suppliers and Customers,
Suppliers, Partners, Private and Head office individually or together. The company settings,
however, will apply to all new contacts.

Click Next.
Select change status fields/other contact information and click Next.

Open the Customer settings tab and select your preferred option in the Payment terms
field.

Click Next.

Select whether you want to generate a report listing the changes you made. This report can
be printed to the screen or directly to your printer. If you decide to generate the report, you
will return to the wizard once you close the report.

Click Complete.
=

If you have orders that were created before you made your changes, you can make the
changes directly on the order. You can also use this method if you want to override a single
order regardless of whether you made setting changes.

Go to View - Sales/Invoicing - Order Registration and browse for the relevant order.

Change the Payment terms by selecting the option you want from the drop-down list.

=l save the changes.
=i



I

You can also override the setting for individual contacts:

Go to View - Contacts - Contact Management and browse for the contact you want to
change.

Open the Settings tab.

Change the Payment terms for Customer or Supplier according to your new preference.

il save the changes.
f

How to create a new Payment Term

In the Properties Register you can customise existing payment terms and create new ones
to match your requirements.

Go to View - Settings - Company - Properties Register.

Select Payment Terms.

Click Edit.

Click New.

Make the settings that are to apply to the payment term here.

Click OK.
~f



Subscription Invoicing

Mamut Enterprise Subscription Invoicing is a tool for invoicing customers with fixed
agreements or subscriptions. The solution is included in Mamut Enterprise E5.

You now have the possibility to invoice customers that have fixed agreements or
subscriptions with you. If you regularly invoice the same customer for the same products
and/or services you can now invoice these in one simple operation including invoices for
periods ahead. The revenues will be posted automatically - with the right date and in the
right period.

You create the subscriptions, which customers can consequently be linked to, in a separate
Subscription register. A subscription can be created for products and services with
specifically defined prices and discounts and you can make settings as to how the system
should handle the subscription regarding the frequency for sales order creations.

The module allows you full control and overview over which customers should be invoiced
for which subscriptions/agreements and how often.

v Important! The function needs to be activated. Go to View - Settings - Company -
Settings per Module - Sales and Invoicing and select the General tab. Select that you
want to use subscription invoicing by ticking the box for The company uses subscription
invoicing. You then need to restart the program.

¥ Note! For some program versions, the function is only available as an additional

product. Contact your software supplier to find out whethe2r the function is available
for your version of the program.

Subscription Register

The module consists of a Subscription Register, where you create the various subscription
types/agreements your customers can then subscribe to. The subscription can be set up
with products and services with specifically defined prices and discounts and you can select
settings as to how the system should handle the subscription.

The subscription is given a frequency, which governs when/how often an order, based on
the customer subscriptions linked to it, will be created. It is also possible to edit existing
subscriptions in the register and to set subscriptions to 'stopped' status, should you need
to. When a subscription is made inactive the customer subscriptions connected to it will no
longer show in the customer subscription register and no more orders that are based on
these customer subscriptions will be created.



Customer subscriptions

A Customer subscription is an agreement with an individual customer. The subscription is
linked to the subscription register. If you wish to invoice a customer based on a
subscription, you must link the customer to the subscription in the customer subscription
register. The Customer subscriptions register displays which subscriptions customers are
linked to. From this window, you can link customers to subscriptions and you can edit
existing customer subscriptions as well. You can also set/change an end date for a
subscription, pause a customer's subscription or terminate it altogether. You can set a start
and, if you wish, an end date for every single customer subscription as well as specifying the
frequency governing how often/when the customer subscription can be 'run', thus creating
an order, from which you can invoice. It is possible to terminate a customer subscription by
changing its status to 'stopped’, or you can 'pause’ it, e.g. if the customer wants a break
from deliveries/invoicing. Customer subscriptions put on hold/paused or stopped can be re-
activated at any time.

Create Sales Orders and Invoice them from the Sales/Invoicing
Module

You have the opportunity to select which subscriptions and customers should form the
basis for sales creation in the function-specific wizard for the creation of orders for active
customer subscriptions. Your selection can also include the point in time that orders should
be created. Once you have made your selection, you will be presented with a list of all
customer subscriptions to be included in the order run, giving you the opportunity to
remove from the list any customer subscriptions you do not wish to include this time. These
removed subscriptions will then be proposed again in the next run. You can also place the
selection date back in time, if you would first like to create orders for customer
subscriptions that should have been executed previously. After this, you can initiate
another order run based on a new date.

Frequency

Each subscription can be linked to a frequency, which determines when/how often the
subscription can be 'run’, that is to say how often each customer subscription can form the
basis for the creation of a sales order. The frequency is handled by the Properties register,
which you can open by clicking on the Frequency register button in the toolbar up top in
the Subscription register window or by going to View - Settings - Company - Properties
register. You can create new frequencies for a set date every month or every x number of
days, respectively.

Report

You can print the Future subscription invoices report, showing which orders you will be
able to generate and invoice for in the future based on existing active customer
subscriptions.

LT help (F1), you can find more information about Subscription Invoicing. You can also
download further information from our website: www.mamut.co.uk.
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This functionality is only available as an additional product for certain program versions.

Contact your software supplier to find out whether the functionality is available for your
version of the program.

Activate the functionality by going to View - Settings - Company -Settings per Module -

Sales and Invoicing. Under the General tab, tick the box for The company uses subscription
invoicing.

O Campany Settings for Sales and Invaicing @

Salez and Invoicing
Define settings for Sales and invoicing module.

Gereral | Printouts || Price/Discount || Export || Other

| Do nat print orders before they have reached status Processing completed'.
Da nat transfer before 'Ready for transfer' [quatation) or 'Ready for invoicing' [order]
| Do nat invoice befare all products on an order have been delivered
| The company reserves purchagzes for customers
V| The company reserves stack items for customers
V| The company uses service invoices
il

2 COmpary Lges subsciption |

¥| Edit posted invoices and journals

Any limitati when the products are not in stock:
@) Allow entering quantity greater than quantity available
Shaw warning if quantity entered is greater than quantity available
Do not allow entering quantity greater than guantity available

| DK | | Lancel | | Help

Now restart the program.

Set up your required frequencies in the Properties Register. The frequency determines
when/how often sales orders may be generated based on customer subscriptions linked to

a subscription. Go to View - Settings - Company - Properties Register and browse for
Frequency.



Sales Follow-up

6 Elequency E
Properties Register
Select an item from the list, then click Mew', ‘Edit’ or 'Delete’ to continue.
D escription Mew
& = -
< 1
[ Ok ] [ Caneel I [ Help

3. Create your subscription.
4. Create your customer subscriptions.

o You are now ready to generate sales orders based on customer subscriptions.

218



Program Versions without
Accounting Functionality

Detailed Invoice List

i

« Note! This chapter only applies to versions of the program which do not contain the
Accounting module. For program versions, see the 'Customer and Supplier Ledger"
chapter in the "Complete CRM, Sales Management and Web Solutions" introduction
manual.

Through the Detailed invoice list you can keep track of all outstanding invoices. By
registering payments, you have all the necessary information for customer follow-up after
the final sale.

Click Show in detailed invoice list on the toolbar in the Sales and Invoicing - Order
Registration window. It is possible to open the same window from View - Sales and
Invoicing - Detailed invoice list.

For a better overview, you can set the filter so that you only see invoices that Must be
reminded or that are Overdue for payment, or Open items.

2] When you have defined a selection, you must click Update in order to update the
content of the window.

= select an invoice and click Edit to adjust the information about Payments and
Reminders for the invoice.



O Detailed Invaice list EI@
E8 | F| | & 0= ‘ =] | @ [l= | Filtesr -» lz‘ | Must be reminded lz‘ Cuirent lz‘ Nat paid lz‘
Invoice no. Customer no. Mame Overdue Mo, of papraent rer Invaoiced Paid / Credited  Currency -
1 / L i

i 2 30006 Excel Corferences 14/04/2007 377368 GEP

i 3 30038 Unicorn Conference Center 18/04/2007 17.243.96 GEF

| 4 30002 The Design Centre 26/04/2007 457077 GEF

| g 30005 Ergo World Chairs 27/04/2007 1,466.40 GEF

| g 30003 Lansdovwne Funitures 02/05/2007 3066.81 GEF

| 7 30043 Hanzon Hotel 2710472007 15,041.93 GEF

| a 30002 The Design Centre 03/05/2007 4.275.24 GEF

| 3 30003 Lansdowne Fumitures (04/05/2007 3.375.55 GEP

| 1o 30007 Bruce Fellster 04/05/2007 71268 GEF

i 1 30007 FIN Conference Centre 04,/05/2007 407377 GBP

i 12 30045 Times Square 04,/05/2007 416259 GBP

i 13 30042 Professional Interiors Ltd 08/05/2007 981064 GEP

i 14 30047 Your Home Ikd 04,/05/2007 29418.38 GEP

i 18 30009 Lanedowne Fumitures 16/05/2007 TREF2EZ GEP

i 17 30042 Protessional Interiors Ltd 12/06/2007 B 750.62 GEP

i 18 30036 BthWave Technologies Lid  16/06/2007 26.,854.70 GEP

_ 18 30007 FIN Conference Centre 13/06/2007 10,948.00 GEP

i 20 30000 The Furniture Stare 17/06/2007 2325371 GEF

i 21 30041 Your Home Itd 13/06/2007 F7.037.05 GEF

| 22 30002 The Design Centre 15/04/2008 49,630,723 GEF

| 23 30003 Lansdovwne Funitures 15/04/2008 4583.40 GEF

| 24 30042 Professional Interiors Ltd 15/04/2008 20,074.88 GEF

| 25 30006 Excel Corferences 15/04/2008 9,404.58 GEF

| 26 30004 Bens Furmiture 25/04/2008 5.546.04 GEF

| 27 30038 Unicomn Conference Center  25/04/2008 807813 GEP -

& The Register Payment button allows you to register the selected invoice as paid.

- Payment Reminder and Debt collection are generated automatically by their own
procedures from the window. You can also print out a list of the invoices that will be sent to
Factoring.

“T' The button Payment reminder/Debt collection settings opens a settings window in
which you can define the number of payment reminders before debt collection; along with
the amount of the reminder fees, amount limit per invoice, payment term for the payment
reminder as well as how many days after the payments due date a payment reminder
should be suggested. The settings for Payment reminder fee can also be found in the
company settings for Sales and Invoicing in the tab Other.

g Note! The amount of the payment reminder fee is regulated by law.

= The Print button provides you with an overview of the content of the window. You are
able to print the report from the preview window.

i

¢ Note! The products that contain accounting functionality have a more powerful
accounts ledger. This makes it easier for you to keep track of Payment Reminders and
Debt Collection, in addition to giving you the possibility to utilise automatic Interest
calculation.
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« Important! Be aware that items in some detailed invoice lists will not be displayed in
the ledgers when upgrading to a larger program/higher version with a
customer/supplier ledger, due to a missing chart of accounts reference.

Registration of Payments

! Note! This only applies to versions of the program which do not contain the Accounting

module.

After an invoice has been paid, you should register the payment. Paid invoices will not be
put forward for automatic reminders, factoring or debt collection.

The amount the customer pays is not always the exact amount given on the invoice.
Therefore, you are able to adjust the amount here. The Invoiced column will then be
updated with the payment that is made, so that the next time you register a payment in
connection with a specific invoice, the outstanding balance will be shown.

b Select the invoice you have received the payment for and click Register Payment in the
toolbar.

The window automatically shows the total amount of the invoice, and the current date as
Payment date. Click OK if all the information in the window corresponds correctly with the
actual payment you are registering.

Adjust the Payment field if the amount paid is different to the invoiced amount, and change
the Payment date if you registered the payment on a different day than the day you
received it.

If the payment is made in a different Currency, you can select the currency in the drop-
down list to the right, and edit the amount in that currency.

@ Tip! To simplify the registration of several payments, you can easily obtain the next
invoice in the list without closing the window. Press the plus sign [+] next to the
numbers on the keyboard, and [Enter] to obtain the next invoice.

After invoices are registered as paid, the invoice list will be updated with the paid amount.
If the entire invoice is paid, it will be renamed as Paid invoice. If you have activated the
filter in the invoice list, you must choose to show the invoice as Paid in the drop-down list
to the right to see the invoice.



Payment Reminders

v Note! This only applies to versions of the program which do not include the Accounting

module.

Throughout this process you will have complete control over which invoice payments the
reminders will be issued for.

_-1 Click on the Reminder button in the toolbar.

Select the actions that you wish to be carried out and click Next.

Decide whether you would like to run all four actions at once. For example, if you make use
of Factoring, it would be natural not to run the other actions.

Note! You are the one who decides the settings regarding how many days after the due
date the payment reminders should be sent. All invoices that fulfil the specified criteria will
then be included in the payment reminder proposal. If you would like to defer sending a
reminder to certain customers or for certain invoices, you can easily remove them from the
list.

Set the filter to only show the invoices that are Due after a particular date.

Clear the check boxes of the customers to whom you do not want to send reminders to, for
example if you have a special agreement with them. You can also control this for an
individual invoice.

Select the line for the customer whose invoice you wish to view and click View invoices.
This expands the window, providing you with a list of invoices due for that customer.

Click Next when you are satisfied with the selection. You can select between sending one
reminder to each customer or one reminder per invoice. If you have several reminders for
the same customer, you are able to group them together in one printout.

The procedure will now continue with a selection of invoices for Factoring and Debt
collection, if you chose this from the first window. The factoring list will be printed out after
you have set all of the selections

Click Next to print the reminders. You will see a preview of the invoices on the screen.
Print the reminders, and check the printouts before you approve them.

Click Complete to approve the results.
f



Further follow-up

v Note! This only applies to versions of the program which do not contain the Accounting

module.

When sending a Reminder, a new invoice with the calculated reminder fee will
automatically be printed out. The invoice list will be updated with the number of reminders
sent and the date of the last reminder.

Settings

You can decide how many reminders will be sent before the invoice goes to Debt collection.
After the last reminder is sent, the relevant invoice will be put forward for Notice of debt
collection and later to Debt collection.

= Specify the settings for your reminder schedule by clicking Reminder/Debt collection
settings in the toolbar.

All of the information regarding reminders is entered here. If the invoice exceeds the No. of
reminders before notice of debt collection, a reminder invoice will not be generated.
Instead, the invoice will be entered into the process of generating a notice of debt
collection.

With each reminder, any Reminder fee you enter here will automatically be added to the
invoiced total. With the second reminder, the reminder fee will be added for a second time,
etc.

You can also enter a Limit for amount per invoice. The costs of reminders for small
amounts can quickly exceed the payment due!

You can also specify your own Terms of payment for reminder invoices, if you want a
different due date for the reminder than the usual invoice.

Also set the No. of days after due date before reminder shall be suggested. It is normal for
companies to pay the bill on the due date, and it may take a little time before the payment
is registered with you.



Factoring

¥ Note! This only applies to versions of the program which do not contain the Accounting

module.

If you do not wish to handle the follow-up of your invoices yourself, you can hire a Factoring
company to take care of this and send all your invoicing information directly to them.

Which of your invoices will be sent to Factoring is selected in the settings window in the
Detailed Invoice List before you get started with the procedure.

If you run the complete process with payment reminders, factoring, notice of debt
collection and debt collection, the invoices to factoring will be suggested after the payment
reminder section.

& Tip! Factoring can be set as default for your company database, for single customers
and can be overruled for individual orders.

Clear the check box for the invoices you do not wish to send all invoices to factoring.
The procedure will now continue with proposals for Notice for Debt Collection and Debt
Collection if you chose so in the first window. The factoring list will be printed after all
selections have been made.

Click Next to print out the factoring list. You will first be shown a preview on your screen.
Print the list and check the printout before approving it.

Click Complete to approve the printout.
wf



Notice of Debt Collection

v Note! This only applies to versions of the program which do not contain the Accounting
module.

In the Settings for payment reminders and debt collection, you enter the number of
reminders to be sent before a notice of debt collection is issued. An invoice for which a
payment reminder has been sent that amount of times will not be suggested for another
payment reminder the next time, but instead a notice of debt collection will be issued.

Should this still not lead to the payment of the invoice, it will go straight to Debt Collection
the next time.

Clear the check box for the invoices you do not wish to send a notice of debt collection for
and click Next. The wizard will now continue with suggestions for Debt collection if you
choose so in the first window. The printing of notices of debt collection will then take place
after the selection for the debt collection list has been made.

Click Next to print out the Notice of Debt Collection. You will first be shown a preview on
your screen.

Print all your notices of debt collection and check the printouts before approving them.

Click Complete to approve the printouts.
of



Debt Collection

i

& Note! This only applies to versions of the program which do not contain the Accounting
module.

Invoices that are not being paid after you sent a notice of debt collection will now be
suggested for Debt Collection.

These invoices will be printed out on a debt collection list with all necessary information
about the customer and the claim, so that your chosen debt collection company can collect
the debt.

Clear the check box for the invoices you do not wish to be sent to debt collection and click
Next.

Click Next to print out the list of invoices for Debt Collection and any other printouts you
may have selected in previous screens. All printouts will first be shown as a preview on your
screen.

Print all reports and check the printouts before approving them.

Click Complete to approve the Debt Collection list.
wf

& Tip! Remember that all payment reminders, the factoring list, notices of debt collection
and the debt collection are printed before you approve them. Should you detect an
error or are missing a particular printout; you should abort the process and go back to
address the errors, before resetting all selections and printing all documents again.




Sales Budget

Sales Budget (Systems without accounting functionality)

! Note! The Sales budget functionality only applies to systems that do not contain any
accounting functionality. If you have a licence for a system containing accounting
functionality, all budget functions are available by going to View - Accounting - Budget.

The sales budget function provides easy and efficient sales budgeting for sales people and
sales managers. In addition to generating budgets, the module also provides a simple
overview of company revenues, both on a superior level as well as on customer, sales and
project or product levels.

To open a sales budget, select View - Sales and Invoicing and Sales budget. This opens the
settings window for Sales budget. You specify how the budget is linked to customers,
products, sales persons and projects in the top part of the window. The accrued budgetary
figures (monthly) are then entered in the matrix below.

Before you can enter the figures in the budget fields, you must specify which
combination of customer, products, salesperson and project the budget is to apply to.

First select the desired combination of customer, products, sales person and/or project
to which the budget applies. All categories must be filled in. Note that you have the
option of selecting Miscellaneous in each of the drop-down lists. Click the browse
button to choose from a list of options. The budget fields will remain inactive until you
have defined your criteria.

Select the year the budget will apply to, whether the budget is to be updated
Automatically and whether Actual figures will be updated continuously. You can also
select whether to show variances as percentages or in actual figures.

Enter the budgetary figures for all combinations of customers, products, sales persons
and projects you are creating the budget for. You are then given the option of checking
the budgetary figures for the combinations in each period. The budget figures are
registered specifically for each period, and are totalled in the top row for the whole
year.

If you need to change the budget later, you set the new filter in the combination of
customer, product, salesperson and project you want to make amendments in.



Drilldown - Sales Budget (Systems without accounting
functionality)

¥ Note! The Sales budget functionality only applies to systems that do not contain any
accounting functionality. If you have a licence for a system containing accounting

functionality, all budget functions are available by going to View - Accounting - Budget.

To see which values the budget figures for a defined period are based on, you can click on
the period you wish to examine in more detail. You will now be presented with the
underlying budget figures that have been entered for the various combinations of
customers, products, sales persons and projects for this period.

The table for the underlying budget values appears when you select the desired period and
left-click the mouse.

The figures in the table specify the budgetary figures for the selected period and selection.
This gives a full overview of the values that have been budgeted for each individual
salesperson down to the product, contact and project levels.

¥ Tip! Click outside the window to return to the budget.




Chapter 4.
E-Commerce
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6’ The functionality described in this section may be either partly or fully available
within your program version. You will find a detailed overview of all of the functionality
included in all Mamut products on our website at www.mamut.com/uk/functionality.

If you are unable to find the answer you are after within this chapter, you can refer to the
More Information chapter where you will find tips on how you can get further help.

If you wish to order or receive more information regarding Mamut products, you can
contact our sales department at sales@mamut.co.uk or by phone on 0207 153 0900.
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About E-Commerce

In a world where "everyone" is searching for information on products and services on the
Internet before they buy, it is easy to get left behind if your company lacks web presence.
By utilising the possibilities afforded by your Mamut-system you can easily create your own
website with webshop and be available to both existing and potential customers around the
clock.

What is a website?

A website is a space on the Internet, where you store a collection of pages with information
about your company, for example. A website usually consists of a main page from which
links the visitor to several sub-pages with information on, for example, the company and
services offered. A webshop, where customers can purchase the company's products, can
also be part of a website.

Why should | have a website?

Even if you do not have your own website already, you may have thought about it before?
There are many advantages with having a website where customers can find information
about your company, around the clock.

Prerequisites

If you have a program from the Mamut Business Software series or Mamut Web Free
installed, you already have everything you need in order to get started and create your own
professional website with webshop facility in a few simple steps.

Previous knowledge

Creating a website through your Mamut program requires no previous knowledge or
website publication experience. The editing process takes place in the E-=Commerce module,
which contains a user-friendly publishing tool, so that you don't have to worry about HTML-
coding and upload via a FTP-server. If you are familiar with regular word processing and
formatting in e.g. Microsoft Word, you will recognise many of the editing options in the Edit
website module.



You can create your own website with a webshop from the E-Commerce focus area or by
going to View - E-Commerce.

Website with design templates

You can create your own website with the help of an extremely user-friendly module that
does not require any previous website building knowledge, where you can choose between
a wide selection of flexible design templates, developed by professional web designers.
How often the site is updated is also completely up to you. For example, you can set up and,
when necessary, update your site with separate pages for news, information, marketing,
user support, contacting you and a webshop. Why not place more focus on your marketing
initiatives by creating a special campaign page that will be seen by all your visitors? You will
receive your own web address and also have space allocated to you on our net server. If
you have your own domain name, you can use this as well. The transfer of your website
from your PC to the server happens automatically at the push of a button.

Webshop wibth shopping cart

The advanced webshop including shopping cart functionality makes shopping easy and safe
for your customers. Integration with your product list ensures your shop is easy to set up
and maintain. All orders are transferred to the Order module automatically and order
confirmations are sent to your customer's e-mail address automatically. When ordering, the
order and customer card are being created in the system automatically as well.

You decide yourself which delivery and payment terms you would like to offer in your
webshop. There is also support for credit card payments, including handling of security
code and SSL (Secure Sockets Layer), which ensures the security of web transactions.

Web enquiries

When a potential customer contacts you via your website, a customer card will
automatically be created and will contain all of the necessary information for further follow-
up. If the customer is already registered, the query will be automatically assigned as an
activity on the customer card. Based on the type of query, it will be categorised
automatically in the Contact register. When buying items from the webshop, the order will
be created in the Order module automatically.

Visitor statistics

The E-Commerce module gives you full access to the visitor statistics for your website,
which can help you with developing your website's look and functionality further. The
traffic summary gives you a quick overview of the number of visitors in a certain period or
for the total happiness of your site, as well as visitor record numbers. More detailed
statistics can be exported to Microsoft Excel and contain information about the number of
visitors for each day. You will also receive separate statistics for your website and your
webshop. The update-history functionality ensures that you keep track of how often your
website is being changed. The statistics can be found on the Mamut Information Desk.



Editing the website

The Edit website function is the area of the E-=Commerce module, where you should spend
most of your time. It contains five tabs where you register the content for your website and
webshop.

Preview

A preview function is available and lets you see how your website or webshop will look on
the Internet. However, you cannot preview the shopping cart from here. This is only
possible once you have published your website.

Updates

You always need to make sure that you update our server with your latest website content
after making changes. For this, you use the Update function. Simultaneously, the program
will also automatically check for updates to templates or other items that you should install
so that you always have the latest functionality available to you.

Get website data

To download the latest customer orders from your webshop into the Order module, use the
Get website data function. If your website contains a contact page as well, the download
will include this information as well, and it will be saved as activities. Websites allowing the
registration of password-protected pages will also download information on new members.

Website Settings

In this part of the module you adjust your settings for the website and webshop, e.g. the
display of VAT, price rounding, password protection and credit card payments.

How to get there

Go to View - E-Commerce and pick out the function you want to use or select E-=Commerce
as the focus area in the menu to the left of the desktop. This will give you access to the
shortcut to the various connected modules.

¥ Note! In the program the term 'website' usually refers to your entire website. Websites
can also contain a webshop section, which is where you offer your products to your
customers to purchase via the Internet.

Additional products and Enterprise Extensions

If you require more advanced functionality than what is included in your Mamut program
by default, then you can purchase additional products and extensions for your program.

You can find more information about Mamut's additional products and services at
www.mamut.co.uk/addons.



http://www.mamut.co.uk/addons

Before you start setting up your own website it is a good idea to sit down and think about
what it is you want to get out of your web presence. Think about which message you want
to communicate to website visitors and also consider how you can achieve a clean look that
makes it easy for visitors to navigate and find information. Many Internet users can be
rather impatient and will not go back to a website they found hard to navigate and where
they were unable to locate the information they were after within a few clicks.

First impressions

It is important to make a good first impression if you want visitors to spend time - and
possibly money - on your website. Make sure that the text content you publish is free from
spelling mistakes as these can give off a bad impression and visitors may perceive this as a
sign of unreliability.

Your website should have a welcoming and user-friendly design, making it easy for one to
find their way around the site. Therefore, it is a good idea to spend some time looking at
other websites to see how they are structured and made accessible for visitors.

Structured content

Before you start entering and editing the content for your website you should give some
thought to which information you want to provide and communicate to visitors. Why not
draw up a plan in advance where you specify which pages you will need in order to present
all information in an easily accessible manner. It is also a good idea to allocate the different
content/information to the relevant pages.

Company information

To create a level of reliability and to give website visitors information as to who is behind
the website, you should introduce your company and possibly say a few words about your
company vision, employees, history and so on. If you would like to sell products on your
website you should also inform visitors about the terms and conditions of your webshop.

Contact information

In order to be perceived as a credible business, it is important that you provide information
regarding various ways of getting in touch with your company. It is a good idea to provide
your trading and/or visiting address, telephone number, fax number and e-mail address.
Most people also appreciate information about employees and opening hours. You may
want to create a separate contact page that website visitors can use for getting in touch
with you easily.



Customise the website for your company

If you plan on selling products via a webshop you need to give some thought to which
product groups and sub-groups could be useful in simplifying the search for the correct
product. If you are using the Product register in Mamut from earlier, you may have already
created the product groups you require. If not, you can customise the product groups and
sub-groups within the Properties Register.

Customer satisfaction and routines

Once you have created and published your website on the Internet you should make it a
habit to download data from your website on a regular basis, preferably daily. Follow up
any enquiries you receive and provide feedback within a reasonable time frame. It is also
important to process orders quickly and send ordered products to your customers as soon
as possible.

Quality checks for content and links

Following publication of your website, it is important that get into the habit of quality
checking all content you have put out on the web. At regular intervals, check that links are
working, pictures are being displayed properly and that text and other content is up-to-date
with the latest information. A website that is not managed properly and updated regularly
is easily perceived as unreliable and possesses little credibility.

Before creating your own website, ensure you spend some time considering the colours and
design you want to use. The selections you make for your website should be in line with
your company and its identity.

Font, size and colour

When you come to deciding the font to be used on your website, your main concern should
be for its readability. Verdana and Arial are fonts that are used on the web a lot and are
considered easy to read on a computer screen. The font size should not be too big or too
small. In most cases, font sizes 8-10 will be adequate. Also make sure to apply the same
font to all your pages to achieve a uniform look for your website.

Underlining text on websites should be avoided because most people will assume that
underlined text represents a link.

Another thing to consider is the use of colour on your website. Text should be in a colour
that is easy to read on the background colour you select. Try and avoid using too many
different colours in your text as this can look confusing and unprofessional.



Use of logos, pictures and graphics

If you have your own company logo, you can upload it and use it on your website. A logo is
a good way of marketing your company and will help you to create a recognisable brand
and credibility with your customers. Another idea is to use relevant pictures and graphics to
bring your website pages alive and make them more attractive to potential visitors.
Websites with too much text can appear boring, though you should of course be careful not
to go overboard with illustrations. It is also possible to use background pictures on your
website, but again you should be careful with how you use them. A background picture can
easily end up taking too much focus away from the text and be too distractive.

Use of tables for more editing flexibility

To structure the content of a website it could be a big advantage to use a combination of
tables, pictures and text. Tables enable you to specify the placement of the different
elements more precisely. Without tables it is more difficult to control the placement of
elements in relation to another. For example, if you like to place text next to a picture this is
tricky without the use of tables. Tables also make it possible to apply minimum heights or
widths for content.

You can find more tips on website editing and the use of tables in our article database at
www.mamut.co.uk/support/search.

It should not take you more than half an hour to have a basic website up and running on the
web. A little more time invested and you will be able to present an appealing and
professional-looking website including a webshop, if you like.

Below is a simple step-by-step guide of the minimum requirements for registering and
creating your own website.

¥ Note! In the program the term 'website' usually refers to your entire website. Websites
can also contain a webshop, which where you offer your products to your customers to
buy via the Internet.

Select View - E-=Commerce - Edit Website.
Click New to create your own website and select a name for it.

Register website and follow the wizard helping you to create an address for the website
and to register it on the Mamut server.
~
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Editing content on your website

Once you have registered your website you can start to customise and edit the content you
would like to fill your website with. The editing takes place in the Edit Website module,
which you will find by going to View - E-Commerce - Edit Website. The module is built in
the form of a wizard taking you from one window to another by clicking Next. This guides
you through all the tabs where you are able to register information. You can also go to the
About the Company, Content, Webshop and Design template tabs and their respective
sub-tabs directly.

You can find out more about how to edit the content on your website in a separate chapter.

Once you have added all information for your website, you need to update/publish the
content in order for it to show on your website on the Internet. You do so by going to View
- E-=Commerce - Update Website.

You can find out more about how to update/publish your website in a separate chapter.

& Tip! If you cannot see your changes after you have updated your website, hold down
the [Ctrl] and press [F5] a few times to update the content on the screen.

Find out how to get started with your own webshop in a separate section.

A well-presented website can easily become one of the most important channels for you to
relay information to your customers. Not simply because you provide information about
your products but also because you are conveying information about your business,
campaigns and other things of interest to both customers and partners.

Content

A website consists of several web pages, one of which is the main page that visitors will see
first when they go to your website. Additionally, you can build up your website with any
number of sub-pages and news-pages as and when you need. You can also create a 'Contact
Us' page to make it easier for visitors to get in touch with you.

The actual content you would like to present on your website has to be entered under the
Content tab and its sub-tabs.

If you would like to be able to sell your products on your website you need to use the
webshop functionality. You can decide whether you want to have a website only or a
website with webshop. Find out more about webshops in a separate chapter.

¥ Note! The term 'website' when used in the program denominates your entire website.

A website can also contain a 'webshop', which is the area of the website where your
customers can purchase your products.




Editing content

There are a number of tools built into the program to help you edit and format the content
of your website. E.g. you can insert pictures, link to other web pages, tables or entire HRML
files you have created in a different program. You can find a complete overview of all
available editing tools in a separate section.

u Note! You can go back to edit and adjust content as many times as you like and
whenever you need. Just remember to re-publish your website so the changes will be
shown on the web.

Settings and adjustments

Under Website Settings you can make your preferred settings to apply to your website and
webshop. You can also customise labels (headers) that will show on your website and
register search engine keywords. Find out more about Website Settings, Labels and Search
Engine Keywords in their respective sections.

Updating/Publishing a website

Once you have added all of the content you want for your website you need to select
Update website so that your website will be published on the web. The same applies after
you have made changes to the content. You can find out more about updating your website
in a separate section.

Get website data

The Get website data function checks whether any new activities were registered on your
website and if so, will download orders that have been made in your webshop and queries
you have received via your contact pages. You can find out more about website data in a
separate section.

}l'

< Note! The E-Commerce Module can only be used by one user at a time, even if you own
a multi-user licence version of the program.

After editing your website, or changing user permissions (in the case of password
protection), you must Update or publish the website to the server. None of the changes will
be available on the Internet until you have gone through this procedure.

A standard update will only upload your changes on the website. Since you have limited
storage space, you should periodically perform a Full update (see point 3). This will delete
all information on the server and upload only the information you wish to display on the
website.



Start updating from View - E-=Commerce and Update Website. The system will
automatically check if design template updates are available. If updates are available on the
server, you will be notified. You can then download these as described below, and then
begin the update of your website again.

Select the website you wish to update.
If you have made major changes, you should also select Full update to clear the content on
the server.

Click Update.
The program will now generate the updated website, pack the information and upload it to
your area on the server.

Click Go to website or click the link to the website in the e-mail you receive when updating
is complete.

Check that the content is presented the way you want it to.
If you are not satisfied, open Edit Website or Website Settings and correct any errors
before you update again.

wf

& Tip! If you are unable to see any changes after updating your website you can hold
down the [CTRL] key and press [F5] a few times to update the content on the screen.

Updated design templates

At regular intervals we offer updated design templates. The program automatically
searches for design updates, each time you choose to edit, preview or update your website
via View - E-commerce - Edit/Preview/Update Website, and you will be notified when new
updates are available.

Click OK in the dialog box notifying you that updates are available. You will now be taken to
the update wizard, where you will be able to see more detailed information about the
update.

Click Next to start the download.

Note! You will not be able to edit, preview or update your website until you have retrieved
the updates. You are able to interrupt the wizard by clicking Cancel, but this will also
interrupt the process you originally started.

Once the update has completed, you will get a dialog box confirming this. Click OK.
f



About Webshop

If you would like to put your products out for sale on the Internet, it is easy to set up your
own webshop with the help of the E-Commerce solution in Mamut. The products you wish
to sell need to be registered in the Product Register in Mamut first and you can then make
them available for sale in the webshop.

Choose which of your products will be available for sale on the
webshop

You yourself are able to control which of your products will be available for sale in the
webshop. Below you are able to read more about how you can make products available for
sale in the webshop.

& Tip! Remember that the payment terms are defined in the company settings in Mamut
Business Software along with any discounts you wish to use in the webshop. Read more
about discounts in the chapter "Sales Follow-up".

Include product photos and descriptions for use on the webshop

You can include product pictures and product descriptions for each individual product. The
photo and description will be shown in the webshop after updating the webshop.

Show Stock, exact or as intervals

The webshop can show the stock status for all of the products held in stock that are offered
on the webshop. The warehouse status is the number in stock minus the number that is
already on the order or reserved for customers in another way. The warehouse status
supports all design templates that show the products on the front page. Stock status is also
shown per variant (additional product in some program versions) when a product is sold in
different variations.

Payment Services

If you wish to offer payment with credit card on your webshop, you must have a Mamut
system with support for shopping cart, and you must enter into an agreement with a
payment party. For more information about payment service solutions in Mamut Business
Software you can contact our sales department at info@mamut.co.uk or by phone on 020
7153 0900.

Product Variations in the Webshop

You can sell products in different variations in the webshop. Read more about this in the
chapter "Product".

i

< Note! Product variations demand a licence on additional products in some program
versions.




Mamut Enterprise PartnerWeb

To make your webshop more professional, you can purchase the additional product Mamut
Enterprise PartnerWeb. With this additional product your customers can create user
accounts within the webshop so that they are able to log into the shop themselves. This
allows you to provide discounts to chosen customers that are able to see the adjusted
prices when they log in. In addition, they will receive e-mails after changes to their orders
and their customer information is saved in their user profile so that customers do not have
to enter this information more than once.

You can find more information about additional products and Enterprise extension on
www.mamut.co.uk/addons

For you to be able to sell a product in your webshop, the product needs to be registered in
the program's Product Register first. You must also select the option Should be available
for sale on one or more websites on the Webshop tab. New products are added to the
register by going to View - Product - Product Register or by clicking on the New under View
- E-=Commerce - Edit Website - Content - Product Selection.

g Note! If the Webshop tab is not displayed in the product register, you must select the

option Company sells products on the Internet in the company settings for products.

Additionally, you have to set up a minimum of one delivery method and one form of
payment so that it is possible to complete a sale in the webshop. You may use as many
delivery methods and forms of payments as you need.

L Go to View - E-Commerce - Edit Website, select the Content tab and then the Product
Selection sub-tab. Add the products you want to sell in your webshop by clicking Items in
your Webshop and using the arrow buttons in the window that opens.

Move to the Webshop tab and select its Company Information sub-tab. Tick the boxes to
select which information about your company will show in your webshop.

Move to the Store Policy sub-tab and formulate your terms and conditions for purchasing
items in your webshop.

Move to the Customer Info sub-tab and tick the relevant boxes to determine which
information you need your customers to provide when shopping in your webshop.

Go to View - Settings - Company - Properties Register, and find Delivery method. Tick
Available on the web for the delivery methods you wish to be used in the webshop.

Go to View - Settings - Company - Properties Register, and find Payment terms. Tick
Available on the web for the Payment terms you wish to be used in the webshop.



7. Finally, go to the Design template tab and choose which template and colour style you
would like to use for your webshop.

8. Go to View - E-=Commerce - Update Website to publish the content on the Internet.
o

1. Select View - Product - Product Register - then choose the Webshop tab.
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Select Should be available for sale on one or more websites.

N

3. Inthe Active column, check the website in which the product will be available.

4. |Z% Click Website settings for product in order to add an image and/or a description of the
product.
. Click OK when you have entered the information.

5. Click Save.

~



Select View - Product - Updating a Selection of Products.
Click Next in the wizard.

Define a selection of products groups, for example, or let the fields remain blank if you want
to make all your products available in the webshop.

Click Next.
Select the Webshop tab.

Check the box Should be available for sale on one or more websites and choose if the
products will be available on all websites or select one from the drop down list.

Click Next.
Click Finish in order to make the products available for sale in the webshop.

Click Close to close the wizard.

o

& Tip! You can also make products available for sale in the webshop through the Items in
your webshop feature in the Product Selection sub-tab in the Edit Website module. To
do so, you must first select the box Should be available for sale on one or more
websites in the Webshop tab in the product register.

% Product Picture and Product Description: In the Website Settings for Product, you can
insert a product image and product descriptions for every individual product. The image
and description will be displayed in the webshop when you have updated your website.
You can access the Website Settings for Product from the Webshop tab and from the
Product Selection tab in the Edit Website module.
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If you have a supplement licence to create several websites in the same database you can
add one or more links between the websites. The link is created either in the Main page or
the campaign page, if you have created one.

Before creating a link, you must create the page to which the link leads.

Open the website in which you want to add the link.

Select Link to other websites in the Menu tab.

1 Click New to create a link.
Select the Website to which you wish to add a link.

Select where you are going to create a Link from: Main page or Campaign. If you want links
from both pages, you must create two different links.

Enter a Name of the link. This is the name which will appear on the link. The text may be
descriptive, e.g. 'Click here if you are a dealer!'

Click OK. The list has now been updated with the new link.

Update the changes to Mamut's server.
o

Make sure to update your website as well.

tl'

< Note! In certain design templates the link is displayed in a drop-down list on the main
page and does not appear immediately.




The Webshop can show the stock level for all stocked items, which are offered online. The
Stock level is the number of products in stock minus the number of products already
allocated to customers by order or reservation or any other way. The stock level is
supported by all website templates that show products on their front page and the stock
level will also be shown per variation (add-on product for some program versions), where a
product is sold in variations.

i

& Note! The stock level, which will be shown in the webshop, is defined as the stock
available to sell. Thus products, which have already been linked to a client, will not be
included.
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You can select whether or not a product is displayed with a stock level in the webshop from
the Warehouse info drop-down menu in the Webshop tab in the Product register. Should
you wish not to show the stock level, you leave the drop-down menu set to Do not show
stock level. If you do want to show stock levels, you can select between various ways of
doing so:

The stock levels can be displayed in different ways:

Exact stock level will show the exact number of the product in the warehouse, which is
available for sale. Example: Availability: 29 items in warehouse.

Stock level displayed in Intervals, exact if lower than 10: Shows the stock level in intervals,
but once stock levels drop below 10 items, the exact number in stock will be displayed.
Example for 26 items remaining in stock: Availability: 20 - 49 items in warehouse.

Stock level displayed in intervals will show stock levels in intervals.
Example for 26 items remaining in stock: Availability: 20 - 49 items in warehouse.

You can edit the text used to display the stock level. The default lead text is Availability.
Thus, the text - as it appears to the customer - is, for instance, Availability: 20 - 49 items in
warehouse. Read more about labels in a separate section.



Text will show a set text for each status:
= |nstock

=  From suppliers

= QOut of stock

. Note! These are predefined texts. The user defined field below is used with the user
defined text. You can edit these texts by editing the labels.

Symbol/graphics: Show symbols for In stock, From suppliers and Out of stock only. You can
select which symbols to display in Website settings via the Website settings tab.

Description: Lets you choose your own text and show it in the webshop instead of
displaying the number of items in stock. The text you wish to display is entered in the
Description field. You also need to select Description from the drop-down list in order to
display the text.

Example: "Sale: Only a few left!"

Product's product category: Instead of warehouse status, the product category selected in
the product category field on the product card will show. You can create product categories
from the properties register.

& Tip! You can define the selection criteria in the Default values tab in Module settings
for product, so that you will not have to enter them every time you create a new
product.

To administer several products you can edit the display mode for stock for a selection of
products by using the Updating a Selection of Products functionality.

g Note! Stock level shows the level at the last webshop upload. Thus the levels will only
be completely accurate from right after an upload up until the first order, either in the
webshop or directly in the program. It is thus recommend that the import of web orders
is routinely followed up with a webshop upload to allow for maximum accuracy in the
stock level display. It might also be a good idea to publish a disclaimer in your webshop
stating that stock levels are not binding.




Payment Services for the Webshop

If you would like to offer payment by credit/debit card in your webshop you need to have a
Mamut system containing Shopping cart functionality. Additionally, you will also need to
enter into an agreement with a payment service provider.

Payment service provider's 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 card. The
payment service provider ensures the security of the transaction against fraud or other
types of problems.

To receive credit/debit card payments from your webshop you will also need to set up one
or more credit/debit card types in Forms of payment.

Supported Payment Services Provider(s) - PSPs:

Mamut Enterprise DIBS: By using Mamut Enterprise DIBS, you can now offer your
customers a fast, easy and secure online payment service. DIBS Payment Services is the
leading provider of Internet payment services in Scandinavia. Mamut Enterprise DIBS
supports Barclays as a payments clearing supplier.

When making an online payment with Mamut Enterprise DIBS, the DIBS payment solution
transfers the customer to the DIBS payment site. Sensitive credit card information is only
handled by DIBS, which means that all transactions are kept secure and confidential.

g Note! Mamut Enterprise DIBS is available as an extension to Mamut Enterprise.

(<

Note! You need to publish your website again after you have made your payment
services settings and set up your forms of payment to make the payment solution
available on your website.

About Mamut Enterprise DIBS

By using Mamut Enterprise DIBS, you can now offer those customers paying by credit card a
fast, easy and secure online payment service.

When making an online payment with Mamut Enterprise DIBS, the DIBS payment solution
transfers the customer to the DIBS payment site. Sensitive credit card information is only
handled by DIBS, meaning all transactions are kept secure and confidential.
Y Note! If you would like to offer payment by credit/debit card in your webshop, you
require a valid licence for Mamut Business Software as well as an agreement with your
bank/acquirer.




The online payment solution settings can be found by clicking View - E-=Commerce -
Website Settings. On the Payment Services tab, select DIBS. The option will be enabled for
customers who have acquired a licence. If you do not have this option, you need to contact
your Mamut contact person, as your licence must be upgraded.

i

« Note! Mamut Enterprise DIBS is available as an extension to Mamut Enterprise.

Mamut Enterprise DIBS - Secure and Reliable Online Payment

=  Standardised and user-friendly online payment terminal when paying with a credit
card.

=  Fully integrated with your Mamut Webshop.
= Supports VISA, MasterCard and Maestro.
= Sensitive credit card information is handled only by DIBS - a secure third party.

= "Verified by VISA (3d secure)" and "MasterCard SecureCode (3d secure)" secures
sensitive information.

=  DIBS provide an admin site where you obtain a full overview of all orders and
payments.

=  No minimum transaction amount for payments.
= Supports Barclays as a payments clearing supplier.

How to use the Mamut Enterprise DIBS Payment Service

If you would like to offer payment by credit card in your webshop, you need a valid licence
for your Mamut software, an agreement with a payment provider as well as an agreement
with your bank/acquirer. If you want to use the Mamut Enterprise DIBS credit card payment
service, please contact Mamut's sales department for information about licencing and
handling.

To activate the payment service, go to View - E-Commerce and click Website Settings. In
the Payment Services tab, select DIBS from the drop-down list. If DIBS is not available in the
list, please get in touch with your Mamut contact person - your licence may need
upgrading. Payment service provider's act as web based payment terminals, which take
care of the entire payment process when a customer in your webshop wishes to pay by
credit card. The payment service providers ensure the security of the transaction against
fraud or other types of problems.

y Note! Mamut Enterprise DIBS is available as an extension of Mamut Enterprise and
supports Barclays as a payments clearing supplier.

Once you have entered into an agreement with the payment service provider, and defined
the correct payment service settings (see above), you must register the ID you have
received from the provider.

In order to handle credit card payments in your webshop, you must create one or several
Forms of Payment specific for payment using credit cards.
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¢ Note! The settings you have defined for the online payment service will only be
available in your webshop once you have clicked Update Website.

Below is a detailed description of the various settings you must define within your Mamut
program.

Step 1

Go to View - E-Commerce - Website Settings.

Your website's name and address appears on the Active Website tab. Change the name by
clicking the Edit button.

Active Website | Settings ‘Web ” Settings Webshop ” Payment Services ” Admin ” Password settings
‘Wehbsite Sofa city
‘Wiebsite LIRL hittp: /v, inarnuit netfurnitunefun
Labels
m Here yo Edit website name
pal E dit website name uzbels
Meta Tags
Here ol
i
[ OK ] [ Lancel
Script
‘] Here you can create and manage glabal script
* The script applies to all pages az well az the webshop
oK ] [ LCancel ] [ Help




Step 2

In the Payment Services tab, select DIBS from the drop-down list. If you do not have this
option, please contact Mamut's sales department, your licence needs to be upgraded.

Enter the Account name in order to activate the connection to DIBS. The name, which you
will receive from DIBS, must be identical to the one you have received.

OWebsite Settings @
Active Website Setlings ‘Web Settings webshop Payment Services Admin Password settings

Select Payment Service
DIBS =

Account name SmitkiSmith

Credit Card settings ] =
& Credit Cards. [The status indicates if you can offer papment by credit cards in your webshop]
Gateway used by cards with multiple gateway options [Wisa/M asterCard/Diners Club)
Gateway

Select thiz aption if you have a 30 secure agreement with yaur bark. (Applies ta processing of
iza/Mastercard transactions for intemational cards)

Select which direct payment methods you would like ta offer your customers. [reference - redemption agreement with bank).
These will shaw in addition to the credit card types you want ta offer yaur customers on the web under 'Payment Tems'

[ oK ] | LCancel ‘ | Help |

Select which direct payment alternatives you want to offer your customers from the
Gateway drop-down list and/or which are included in the agreement with your
bank/acquirer.

Check the 3D Secure box (included in the agreement with DIBS).

Click OK to complete the process.
=



1.

Step 3

Go to View - E-Commerce - Edit Website. Select the sub-tab Form of payment in the

Webshop tab.

() Edit Website [Sofa city]

=]le] =

Menu I About the Company I Contert | wiebshop Design template
Webshop Settings
Product Groups || Companylnfomation | StorePoicy || Customerinfo || DelivepMethod | Fom of payment

==1Method of Payment
Choose the method of payment to be offered in your Webshop. Payment methads depend on method of cariage.
OB X
Form of payment . | Credit Card Settings
Show field for Security Code
Flequired field (for vour customers

Fees

Description

0.o0

Show both the form of payment and the description for the conditions

2. Select the Show field for Security Code box (for manual credit card handling).

() Payment terms ===
Fiarm of papment

Credi card =
Def. credit card

MasterCard =
Dispatching fee

o]

Description

Payment using Mastercard
#wailable on the web International purchases

3. Enter payment terms by clicking the New button (or Edit to edit an existing payment term),
select a credit card and enter the description which will be used in the webshop.

o

¥

Note! Once you have defined these settings, you must update your webshop by
selecting View - E-Commerce - Update Website. Payment Management: To track
customer payments, log on to your DIBS administration tool. Read more about this in
the information from DIBS.




Website Editing

Once you have registered your website you can start to customise and edit the content you
would like to fill your website with. The editing takes place in the Edit Website module,
which you will find by going to View - E-Commerce - Edit Website. If you have created more
than one website in the company database, you need to choose which of the websites you
wish to open both when editing the website, and when changing the website settings.

The Edit website window is built in the form of a wizard taking you from one window to
another by clicking Next. This guides you through all the tabs where you are able to register
information. You can also go to the About the Company, Content, Webshop and Design
template tabs and their respective sub-tabs directly. Read more about this below.

If you have created more than one website in the company database, you need to choose
which of the websites you wish to open both when editing the website, and when changing
the website settings.

You can also create new websites and change names of, or delete, existing websites in this
window. The list provides information about:

Web site: The working title for a website.
Registration: The Internet address at which a website is registered.

Last updated: The date and time a website was last updated on the Mamut server.

1. Select View - E-Commerce - Edit website and Website settings.
2. Select the website you want to change.

3. Click OK.
o

1. ] click New.
If you do not have an available licence to create more than one website, this option is not
available. Licences are administered using Administration of websites.

2. Enter the name of the new website. This will be the working title of the website.

3. Complete the wizard Website registration.
~
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Select the website you wish to copy.

N Click Duplicate.

If you do not have an available licence to create more than one website, this option is not
available. Licences are administered using Administration of websites.

Enter the name of the new website.
This will be the working title of the website.

Complete the wizard Website registration.

If you want the new website to take over the name of the old one, you must first de-
register the old website using Administration of websites.

o

Select the website you want to delete.

P Click Delete. If the website is registered, you will be connected the Internet and the
website will be de-registered. This will delete all information stored on the website from
the Mamut server.

~

Select the website you wish to change the name of.
= Click Edit.
Change the website name. This will be the new working title of the website.

Click OK.
of

You can also change the name of the website under Website settings - Active website.



The Menu tab contains links to some of the most central functions within this module.

When editing the website you can go through the entire module, step by step, by using the
Next button or by using the links in the Menu tab. You can also go directly to the following
tabs: Company information, Main page, Webstore and Design templates.

The links under Admin go to functions that are not part of the module for Edit Website, and
are described within the documentation for the respective modules. Remember that you
can also click [F1] within the window in order to get a detailed description.

Company Information

In the Company information tab you can enter name, address and other contact
information you want available for customers who visit your website. By clicking the Fetch
from company database settings button, the information entered into the company
settings will be retrieved.

O Edit Website [Office Furniture] E 3
Menu I About the Company | Content H ‘webshop H Design template
- A
Your company o
Compary Information | Header text ” Company Description
==jAbout Us

Edit the company information in order ta give a presentation on paur website.

Company Office Furniture Ltd Compary Reg. no. 2471234
Address 30 Long ere - VAT reg. no 9387654332
Covent Garden
London Managing directar John Smith -
WC2E 9RZ -
Country United Kingdom |z|
Phone 020 7836 7978 -
Fan 020 7RI 8183
Mobile phone
E-mail Info@E kprezz. com
Internet v, mamutweb. com/afficefurriture B The Intemet address is a seperate domain that is supplied by Marmut Business

Software and is adapted for Mamut Business Software.

l Fetch from company database settings ]

== The link/button to the company information page is called About Us and will be
displayed on the website, in the webshop and in the check out. If you want to change the
text "About Us", you can click the Edit text button to the left of About Us in the Company
Information tab.



Header Text

In the Header text tab, you can choose between a Simplified header with company logo
and an Advanced header with personalised content. If you select a Simplified header with
company logo, you can insert a company logo by clicking Select Logo. You will then be able
to browse to the folder containing your logo files. Recommended logo size is 120 x 70 pixels
in the GIF or JPG formats. You can use a wider logo in several design templates. If you select
an Advanced header with personalised content, you will be able to customise your own
header which can be displayed on all pages on the website, in the webshop and in the check
out. The header can contain both text, logo and other image files. The contents can be
edited in the same way you would edit all other pages on the website.

v

S Note! The Header text feature is not available in all program versions and/or design
templates. This applies to design templates where the header field has been located to
the side of the content field and not above or below it. In these cases, a small company
logo will be best suited.

@ Tip! The use of a company logo (in the form of a GIF image with a transparent
background colour), placed on a background image related to your company/industry, is
currently very common in web design. Simple methods such as this make it possible for
you to create a professional-looking and unique website. You can also insert links
referring to other pages on your website or external links. Use of tables can help you
structure the page.

Company Description

In the Company description tab, you can enter general information about your company, its
vision, employees, history and anything that you would like your customers/users to know
about your company. You can also format text, insert images, tables, and links, etc. By
clicking the Insert company information button, the contact information registered in the
Company Information tab will be fetched.

1) Bt Webite [Office Faurature] i
[T | At the Coeroary | Contert ‘webahop, Diesign templae
Your company | e
Cormnpany Informabon Hesaxlion bad Company Description

Company Description
Erira grovoes il micarnataie: el yons cxmpuary, ds vismm, ragloperss, by ared ol il wdosnalion bor s vesdies. L e boclta b barnad Has bead
FAsLrp Y |EE|FFFFR LA LD 20| dBW-TEOHRE




Main Page

The Main page tab of the websites content area is where you enter the information and/or
insert pictures to be shown on the websites main page. Once you have written the
information you can format the text by using the tool buttons.

@ Tip! Remember that the first page on your website will be the first impression a
customer will get of your company. It could be a good idea to talk about the purpose of
the website and what the customer expects to find there in terms of information,
contacts, products etc.

Click Next to continue to the next tab.

Campaign

From the Campaign tab you can present special offers for visitors to your website. This
campaign page is the first page your customers encounter when they visit your site. The
page disappears automatically following the Time delay in seconds you select, and visitors
will be taken to the website's main page.

Click Next to proceed to the next tab.

Product Selection

In the Product Selection tab you decide which products you want to have available for sale
in your webshop. Additionally, you can sort the product list in your webshop by product nr.,
product name and price; simply click the header of the regarding column so that it is shown
in bold.

J By clicking the New button you can add new products to the product register.
= Highlight a product in the list and click on Edit to make changes to the product.

(e By clicking Items in your webshop you will be able to administer which products will be
available in your webshop. For more information go to the separate topic for this function.

v

< Note! To make your products available for transfer, you must tick the box for Should be
able to be sold on one or more websites under Webshop in the Product register.

2 you have made changes in the product register that affect products you have or
intend to have available in your webshop, click Update. This will update the list with the
new changes.



“& The Website settings for products button opens the website settings for the selected
product.

User-defined field for products: Here you can enter a short message, which will display in
the webshop for all products, for example: "All prices indicated are inclusive of VAT".

Default product group: Here you can select which of your product groups will display as
default when customers visit your webshop.

Webshop Products

[ By clicking on Items in your Webshop, a window will pop up where you can easily
administer which of your products you want to be available in your webshop.

You do so by highlighting the products in the above list and then moving them to the
bottom window by clicking on the arrow-buttons. The items available in your webshop are
those displayed in the bottom window.

Website Settings for Product

In the Website settings for products window, you can define settings for displaying
products in your webshop. The settings window can be opened both via the Product
Selection tab in Edit Website - Content and via the Webshop tab in the product register.

Default

Product image: You can either select Insert picture from the drop-down list and then click
New in order to insert images stored locally on your computer, or you can select Link to
picture if the image is available on the Internet. In that case, enter the address to the image
in the Picture URL field.

& Tip! The product page can display the image in its original size. To do this, you must
select Detailed description from the Product description drop-down list.

1 The New button opens a window in which you can browse for the image you wish to
insert.

P Deletes the selected image from the website settings (not from your computer).

@it you have selected Link to picture and entered the address to the image, click Go to
WWW -page in order to display the image in the web browser.

Product Description: You can enter two different product descriptions per product. One
brief description which is displayed in the product list beneath the product list and one
detailed description which is displayed when you click the More Info. link, the product
image, or the product name.

= Edit or add product descriptions. Select a brief or detailed description before clicking
Edit.

|9 Resets the product information to the state it was in before the last edit.




Advanced

Allow sale of less than an entire unit: If you want to sell products constituting less than one
entire unit in the webshop, you must check the Allow sale of less than an entire unit box.
The setting is available if you have defined that the product Should be available for sale on
one or more websites and if you have chosen to use one or several decimals for warehouse
units in the company settings for products. The setting can be found be going to View -
Settings - Company - Settings per Module - Product and clicking the Warehouse handling
tab.

y

¢ Note! You have to republish your website when you have defined the setting for the
products you want to be able to sell in quantities less than one entire unit.

Bl R o

News

In the News tab you can enter news and articles you want published on your website. If you
want the news/article to be displayed on the main page on your web site, you can tick the
Show on main page box.

| Click New to create a new article.
Enter Title, Summary and Text.
Format the text as you want it to appear on your website.

Click OK.
~

<& ¥ By using the up and down buttons you can move the articles around so that they
appear in the desired order.
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Sub-pages

Sub-pages are separate pages on your website where you can provide additional
information to your customers. Usually they consist of different pages under a major
category. An example of this is a Sports page with sub-pages for Football, Athletics, Skating
and Ice Hockey.

I Click New to create a new sub-page.
Enter a Title, Introduction and Text for the sub-page.
Use the editing tools in the toolbar to adapt the text to your own preferences.

Select the Show in menu check box if you want the sub-page to appear in the side menu on
the main page.

Click OK.
«

< ¥ By using the up and down buttons you can move the articles around so that they
appear in the desired order.

& Tip! You can also link attachments to sub-pages.

Contact Pages

The Contact pages enable customers to contact your company in a simple way. When you
create a contact page, you are actually creating a form, which the customers can complete
online with the information you chose as necessary. Contact pages can be created for
general contact, registering to receive newsletters, free catalogues etc.

You can download information entered by the customer as an activity by clicking Get site
data. Imported activities are automatically transferred to the activity register.

R By clicking New you can create a new contact page. Enter Title and Description in the
screen that opens. The title you enter here will show in the Website menu.



Default

Select the check boxes in the Default tab to decide which fields are to be shown on the
contact page. Select Show for customer information you want to show and Required for
information that the customer must fill out.

g Show and Required! When you select a check box in the Required column it means that

the customer has to fill out the field to proceed. If you only select Show the field is
visible, but optional to fill out.

At the User-defined field at the bottom of the right-hand column you can enter other
information e.g. 'Enter your message here'.

Also enter a Reply E-mail address for the messages. If you select Receive via E-mail you will
receive an e-mail with information from the customer in addition to downloading the
activity when retrieving website data.

g Note! Customers, who get in touch with you via a contact page, will receive an auto-
generated e-mail confirming that their enquiry has been received. In addition to a copy
of the original information they entered, the e-mail will also inform the customer that
the confirmation in itself is not an indication that the query has been read or processed.

Advanced

In the Advanced tab you can select what Further information you wish to receive from the
customer. From the drop-down lists you can select between the various User-defined
fields. You can edit the alternatives from the properties register by right-clicking in the
drop-down list and selecting 'Change in properties register'. Mark which fields you want to
show for the contact and which information the customer is required to fill out. By selecting
Update contact the contact register will automatically update information for existing
customers.

Select which status information you require from the customers by using the check boxes.
You can edit the alternatives through View - Settings - Company - Settings per Module -
Contact Management and Field descriptions.

& Tip! Below you can link those who send information through the contact pages for a
group. This will update the contact card and will make it easier to follow up the contacts
later e.g. by sending a group e-mail to them.




Tools for Website Content

Icon

Description

a

-

The Open HTML File feature lets you import HTML files created in
other programs. In that way, you can insert HTML code which is
more advanced than the one you can create in the editor.
IMPORTANT: When importing HTML pages created in a different
editor, please note that the file will not contain any images or
other objects inserted into the file. The imported file will only
contain references to such objects. You must insert the images
manually in Mamut via the Insert Image button.

Py
=

Use these buttons to change the font.

ek

TY

Use the button on the left to automatically number a list or the
button to the right to create a bullet list.

E=iS

The Decrease and Increase Indent buttons allows you create or
remove indentations in the text.

Use these buttons to align the text to the left, centre it, or align it
to the right.

>
i

You can cut text by using the button to the left. Use the button in
the middle if you want to copy text. The button to the right can be
used to paste text.

Click the Undo or Redo buttons to undo or redo the changes.

The Insert Table button to the left lets you insert tables. The
button in the middle lets you Show/Hide Grid, if you want to
create a table without displaying its borders.

The Insert Hyperlink button lets you create a link to another
website. Select the text/image you wish to link and click the button
to enter the target address (URL). More information can be found
below.

Click this button to insert an image. A dialogue window will open
through which you can locate the file, enter a tooltip and define
the image's position along with height and width. More
information can be found below.

R

Click the arrow to the right of the icon to choose a background
colour for the text, for instance. If you want to choose a colour, a
window will open in which you can select the colour combination
of your choice. Click OK. If you select an image, you will be able to
place and/or repeat the image in a new window.




All written content for the website is created as in a normal word processing program.

& Tip! By pressing [ENTER] a new paragraph is started; if you press [Shift] + [Enter] a
normal line break is inserted.

Hyperlink

-3 By clicking the Insert Hyperlink button, available in the toolbar on all content pages
under Edit Website, you can insert links to other websites, internal product pages, news
pages, sub-pages, contact pages, etc.

In order to create a link you must first highlight the text/image you wish to link and
thereafter click the Insert Hyperlink button. Select what kind of link you want to insert in
the Hyperlink window.

() Hyperlink @
In the diop down list 'Type'. choose hyperlink type before chaosing where the link shauld refer ta in the field to the right.
Type URL [ ] it 2w mysite: com
Tooltip text My site
Simple
Taraet frame Mew window_blank] E
[ o J[ Cancel ][ Hep |

In the Tooltip text field, you can enter a text describing the link when the visitor places the
mouse pointer directly on the link.

By clicking the Advanced button, you can specify a Target frame, which means that you can
choose if you want the link to open in a Standard Frame, New Window, Parent Frame,
Same Frame or a Top Frame. As the administrator, you will be able to customise your
website.

& Tip! You can also enter a link directly into the text, for example www.mamut.co.uk. The
text will automatically be converted to a link.

URL: Enter the URL of the website to which you want to link. http:// is predefined; all you
have to enter is the www address.

URL stands for Uniform Resource Locator and provides a description for the way documents
and other resources on the Internet are addressed. E.g. your website with Mamut is
addressed the following way: http://www.mamut.com/yourcompany. This URL consists of a
prefix http:// which means that the address is for a page on a web server, while
mamut.com is the domain for the web server. After this, a catalogue name and file name
might follow, e.g. /yourcompany (where your pages with Mamut are).



Product: Link to a product page by clicking the search button and locating the product. If
you want the product to be added to the shopping cart when the link is clicked, select Add
to shopping cart automatically.

i

& Note! This feature will not work identically when selling the main product of products
with variations. The visitor will instead be referred to the variation page.

News: Link to pages containing news/articles.
Sub page: Link to any of your sub pages.
Contact page: Link to any of your contact pages.

Product group: Click the search button and locate the product group in the overview
containing all groups and sub-groups.

Attachment: Link to existing attachments on your website. If you want to insert a new
attachment, first click the search button and then New. Locate the file on your hard drive.
Website: Link directly to the Main page, the News list, the Campaign page, the Login page,
Alert a friend or the Site map page.

i

& Note! The options may vary, depending on your program version and add on products.

AN AN o

Inserting Hyperlinks

Select the text (or image) you want to link.

% Click Insert Hyperlink.

O Hyperlink @

I the drap down list ‘Type', choose hyperlink type befare choosing where the link should refer to in the field to the right.

Type URAL http: /A mysite. com
Tooltip text tdy site
Target frame Mew window(_blank) Iz‘

[ oK ] [ Lancel ] [ Help ]

Select Type from the drop-down list.
Enter the URL or select what you want to link to from the drop down list to the right.
Click Advanced if you want the link to open in another way than default.

Click OK.
of



Inserting Attachment

It can sometimes be useful to publish documents containing large amounts of information
as downloadable attachments instead of publishing the text on the website. An attachment

can, for instance, be a price list in Excel format, large Word* documents, or information
booklets in PDF format.

2% You can insert attachments in your website by using the Insert Hyperlink feature.

1. Highlight the text you want to link to the attachment.
2. ' Click Insert Hyperlink.

() Hyperlink (=3

I the drop down list 'Type', choose huperlink type befare choozing where the link should refer to in the field to the right.

Tope Atachment ~ || PRICE LIST FEBRUARY 2008000 ~
Toolip text Our Cunent Price List
Taigetframe Mew window(_blark) ~

[ |[ Cancel | Help

3. Click the search button.
4, I Click New.

5. Locate the document you wish to insert as an attachment.

() Attachment =
DEX|R|@
File path C:ADocuments and Settingshall UsershPublic Mamuth amutBSE540 atah Clients 0004001 \Attachme
File name [ File Size [ Type [ Last Modi_. |
lﬂ_] Price List February 2008, dock 15Kb Microsoft ‘word 2008-0417
1] Price Lint Decerber 2005 dock 15Kb Micrasoht word 20030417
lﬂ_] Price List December 2007.dock 15Kb Microsoft ‘word 2008-0417
8] Price List January 2005, docx 15Kb Micrasoht word 20030417
lﬂ_] Price List January 2007.dock 15Kb Microsoft ‘word 2008-0417
1] Price List W2y 2008 docx 15Kb Micrasoht word 20030417
lﬂ_] Price List September 2006.docx 15Kb Microsoft ‘word 2008-0417
T3
6. Click OK.
Highlight the document.
8. Click OK.

* Microsoft Excel®, Microsoft Word®.



& Tip! You can inform visitors of the attachment format, so they know which application is
needed to open the file. For instance: "Click here to download a PDF catalogue".

Inserting Images

sl The Insert image allows you to add images to your website. Mamut supports the
graphic formats JPG, GIF and BMP. JPG is used for images of high quality with many colours
while GIF is a format that is used for images with fewer colours. You should think about this
if you have limited storage capacity on your server or if you have customers with line
capacity or modem.

One tip is to insert images which have the same colour as the design theme you have
chosen. In this way you can influence the design of your website.

Before you insert a picture, make sure that its file is stored locally on your computer and
that it does not contain special characters or spaces.

Go to View - E-=Commerce - Edit website - Content.

] Click the Insert button to add images. This opens the Image properties window.

Specify the location of the image on your hard disk in the Image source field. You can
also browse to find the file by clicking the button with three dots to the right of the field.

Use the Tooltip text field to insert a 'tool tip' for the image. This is a small explanatory text
(in a yellow sticker), which appears on the screen when you move the cursor over the
image.

You can select where you want to place your image in the Position field.

The Width and Height fields allow you to adjust the size of the image.

Note! There may be a reduction in image quality when you use this function. To retain the
highest image quality, you should edit the size of the image using image processing
software.

Click OK.
of

Inserting Tables

It is often useful to create tables in order to structure the information in the website. Tables
can help you place images and text exactly where you want it as opposed to not using
them. If you want to place text next to an image, this is more complicated without tables. In
Mamut you create tables by clicking on the Insert table button.



M

o

Go to View - E-=Commerce - Edit website - Content.

= Click Insert table.
Enter the number of rows for the table.
Enter the number of columns for the table.

Select which Position the table will have on the web page. Select between Left, Right or
Centre.

Select Heading if the table will have one.

Tick the Show table outline box if you want to display a visible outline for the table on the
web page. By default, this is not selected, since tables usually display better without frames.

Click OK.
il

= Show/hide gridlines
It may be difficult to enter information into the table if you have chosen not to show the

borders. This can be resolved by clicking the Hide/show gridlines button. You can then see
the borders when entering information. To remove the borders click the same button again.

Opening HTML Files

= By using the Open HTML file option you can import HTML files created in other
programs. That way, you can insert a more advanced HTML coding than what is possible
through the editor.

Click Open HTML file.

A warning is displayed notifying you that by importing HTML files, you will overwrite all
content on the active page will display. Click OK.

Browse to the HTML file you wish to insert.

Select the file and click OK.
=i

¥

< Important! When you create a HTML page you have created in another program, it is
important to remember that the file will not upload images or other objects you have in
the file, but have references for them. There will be saved space for them, but you will
have to manually insert them to Mamut by using the Insert Image button.




Design Templates

In Design templates you are able to decide on the layout and colour options for your
website. The design templates are arranged according to tabs, one for the website and one
for the webshop.

@ Tip! The web design templates are regularly updated and can be downloaded to the
program. The program will automatically search for updates, when you choose to edit,
preview or update the website, and you will receive a message informing you when
updates are available. Read more under "Update Website" about how to run these
updates.

Colour Scheme, website

By using design templates you can give your website a uniform design based on a specific
theme or form.

How to decide the colour scheme for your website

Select Design template in the left-hand window. To use frames, select this under Template
Properties. Select the Colour style you wish to use.

You can also create new or edit existing colour schemes as well as resetting to default. Read
more about to create new colour combinations below.

() EditWebsite [Office Fumiture] =@ =
Menu I Hbaut the Company I Cartent I wabshop | Design tamplat=
Design template NS
Website \ebshop
Select a design template: and a colour combination for your website. The design template and colour combination you choose wil deteimine the appearance
of the websile. To maximiss speed. orly example data are shown in this window. Click on 'Previen' to see a hul display of your own website:
Design Template Colour Style Preview
== QX [ |2 Automatic update
- Classic B Cirus 3 - =
Control =
Effect B Hciassic2 Office
Knowledge A Classic 3 = Furnitare
Noble 3 [ cold — £
- Mote M cold 2
- Pangl el | Concrete
Walue Concrete 2 Sluntune ol cim '
Commurnication Concrete 3 . ! |
Browse B confidence ) in 9
- Confidence Connect T ¥
~ Dimension | | W contrast e -
Fairfield [ ] contral Supager
Paint | Corparate cort
Fublic Relations Corporate Info Sk T
Radius -l W cox [ | ) ——— v

Check the preview of the design template and colour scheme you have chosen. The preview
will automatically update when Automatic update is activated. If this has been de-
activated, click Update to see the changes.
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« Note! This is only a preview of a sample template and not an actual preview of your
website.

=% You can update the website by clicking the Update website icon.

Creating a new Colour Scheme

Defining your own colour schemes allows you to give your website a personal touch that
corresponds with the rest of your company profile. This can be done using a wizard where
you can either create a colour combination from scratch, or create a colour combination
based on an existing colour scheme.

Select View - E-=Commerce - Edit Website - Design template- Website.
I Click Create New Colour Scheme.

Enter the New colour scheme name.

Eal A

If you would like to start off from an existing combination select to Copy colours from

existing colour combination and pick the colour combination you want to copy the colours
from.

5. Click Next.
6. Select the desired colour field. Each colour field has been sorted into several tabs according

to its position on the website. Choosing a colour field provides you with extra information
about where the field is on the website and colour codes for the selected colour.

O Create new colour scheme @

Create new colour scheme

Here you can change the individual colours of which this colour combination consists. The
colours are grouped using visual positioning.

Fresentation | Header | Menu || News it || Footer | Misc. |

m| »

W Font colour heading 2

.Fum colour heading 2

.Fum colour for headers

.ant calour far intro text
Background colour, header fields
Background colour 2, header flelds -

Font calour

WwebiHew HOODDDD RGB 000
| Forit colour for level 1 headings. Headings on nevs pages, sub-pages and contact
\ | pages use this formatting. Some templates also use t for the headings on the news
‘_.... = list and &3 the heading for "company details"
< Previous | | Complete | | Cancel

7. = click Change value of selected colour.



8.

10.

Select the colour you wish to use from the colour chart. To define your own colour, click
Define Custom colours.

EE " THEEEN E

HEN EEEEREN

[ Define Custarn Colors »»

Repeat the steps above for all of the fields you want to change.

Click Complete to save the new colour combination.

o

o] Tip! You can reset colours to the original departing point in a colour combination by
clicking the Reset button.

Template Properties

i In template properties you can decide if the design template you selected will use
frames or not, as well as which font type you will use in menus and body text on your
website.

Design templates that use frames by default will be checked but in some cases it is possible
to override this manually. This also applies to design templates which do not use frames.
Default settings are usually selected by what suits a module best, but you can override if
you wish.

Advantages with using frames

= |tis easier to navigate especially where there is much content on each page. The
navigation menu will not move when you scroll the content (depending on the
navigation menu’s placement).

=  Provides clearer page dividing.

=  You can select among certain fonts that are suitable for websites. The fonts are used in
the menus and contents of the website.



Advantages with not using frames

=  You avoid scroll bars if there is not much content on the page.
= Often provides a cleaner design.
= The content is ranked higher in search engines.

Design Templates, webshop

Use design templates to give your webshop a uniform design based on a specific theme or
form.

Select a design template by clicking on one of the template names.

Specify the colour for the various colour fields and text.
All templates contain predefined colour schemes, but you can also define your own colours.

Click Next to check a preview of your webshop in the field at the far right. You can also
choose the size of the preview by zooming in and out using the Zoom function.

= You can also preview the webshop in a web browser by selecting Show in browser.

() Edit Wehbsite o] ==
tenu ” About the Company ” Content ” webshop | Diesign template
Design template - AN
“Website ‘Webshap

Select a design template and a colour combination for your website. The design template and calour combination you chaose will determine the appearance
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Click on the text in the list for the colour description you want to change.

.| Click the Edit button.

Select the colour you wish to use from the colour chart. To define your own colour, click
Define custom colours.

Click OK to save your changes.

Repeat the steps above for all of the fields you want to change.
o

& Tip! If you wish to undo a colour selection, you can select the colour and click Reset in
order to revert to the original colour.

Product Groups

In the Product Groups tab, you can define settings for what will happen when you click a
product group or sub-group in the webshop. Every product group and sub-group can be
displayed in a separate customised page.

i

& Note! This feature is only available as an extension of the program versions E3 and E4.
The functionality is included in the program version Mamut Enterprise E5.

The page which the customer will see in the webshop when clicking a product group or sub-
group consists of several different elements. The elements are header, left-side menu and
product list. You can also display a content page above or below the product list.

A content page can be used to present campaign products, new products or general
information about the product group or sub-group. It can also contain Add directly to
shopping basket links or general information about the product group or sub-group.

If you want to Display a content page at the top, check the box and click New in order to
create a new content page. If you want to edit or delete a content page, select the page
from the drop-down list and click the button representing the action. The Display a content
page at the bottom feature works in a similar way. The only difference is that the content
page is placed below the product list. You can create new content pages for each individual
product group and sub-group, but you can also use the same content page for several
groups.

When highlighting a product group, you will be able to Display product list for the
following sub-group (select the relevant sub-group from the drop-down list). The sub-
group's product list will be displayed when the customer clicks the product group in the
webshop. You can also open other sub-groups from this view.



¥

« Note! Products not placed in a sub-group will always be displayed when clicking the
main product group; otherwise it will not be displayed.

() Edit Website [Office Fumniture] EI EZ
fdenu ” About the Company ” Cantent | ‘webshop Diesign template
Webshop Settings e
Product Groups | Company [nformation H Store Palicy ” Customer Infa ” Dielivery Method ” Foarm of payment
In thiz window, you can select product list settings by clicking individual product groups or sub-groups.
Example
By clicking the product graup ''T ables"
Header s
Iﬁ Display a content page at the top Top dummy 2 |z| g = ><
=" Dizplay product list for the following Al
aty sub-group al IZ|
Dizplay a cantent page at the battom Chair top |Z| REE S,
py
&
(i3]
[ Cloge ] [ Help ] [ < Previous ] [ Mest > ]

The Display default graphic example gives you a preview of how the content is structured.
When you have chosen to display the default graphic example, the button will change name
to Display product groups and will direct you to the product group view.

The content pages will be displayed when you click one of the product/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 using the drop-down lists in the Product Groups tab, in the
Webshop tab in the Edit Website module.

@ Tip! If you are using a webshop template that displays all products in all sub-groups
when clicking the product group, you will be able to select (None) as sub-group and
instead create your own content page containing a customised selection of products.
This feature can be combined with the Add directly to the shopping basket feature. By
doing so, you will reduce loading time while retaining mobility within your webshop.

Company Information

Here you select what type of information about your company you want to display in the
webshop. The information will be retrieved from the Company Information registration
form/tab.



Webshop Policy

This is where you set policies for purchase, payment, return, delivery etc, and all other
conditions you want to inform customers about when shopping in your webshop.

| Policy types are created by clicking the New button to the right of each drop-down list.
You can enter Title, Summary and Text to describe the policy.

According to EU directives, the policies for shopping online must be presented to the
customers before they enter their personal details. Select the following: The customer must
accept "the conditions" in order to shop in the Webshop.

¥ Note! In addition, the policy must be shown on the order confirmation if possible. This

is selected by ticking the box for Show conditions on the order confirmation and in the
E-mail that is sent to the customer.

== Click the button on the top left to enter settings for the website. The settings window
opens where you can set up user-defined lead texts for your website.

Customer Info

In the Customer info tab you can select which fields to show when customers shop in your
webshop. Under each of the tabs you decide which fields to show and which fields are
obligatory to fill out. If you select the Required column, the text box will be marked with a
red star, meaning that the customer cannot complete the order without having filled in this
field.

By using the two categories Domestic purchase and International purchase, you can
distinguish between information that is required from domestic and international
customers. You may, perhaps, wish to have phone numbers for domestic customers but not
for international ones.

At the bottom of the window you may overwrite the text which appears at the top and
bottom of the webshop's main page. You do this in the Top text and Bottom Text fields.

Click the button on the top left to enter settings for the website. The settings window opens
where you can define user defined lead texts for your website.

Invoice Address

Customers often wish to be invoiced to a different address from the delivery address. For
this reason, it is possible to create separate fields for the invoice address. It is also possible
here to distinguish between domestic and international customers.



Delivery Method

In Delivery Method in the Webshop area you decide which delivery methods are available
in your webshop. In order for a customer to complete a purchase in your webshop, you
must register at least one method of delivery available for your online customers.

Click New to create a new method of carriage or click Edit to change an existing one.

@ Tip! In help (F1), you can find more information about creating and editing methods of
carriage.

Form of Payment

This is where you specify which methods of payment can be accepted in the webshop. In
connection with this, you should consider which methods are easiest and most secure for
customers and your company.

If you offer payment by credit card, you can also specify that the customers need to enter a
Security code. This code is only visible on the actual credit card, and makes it impossible for
others to shop from the account without having the card itself in their possession.

If you offer payment by Solo and/or Maestro card, the customer will also be able to enter
the Issue number and Start date in addition to standard credit information such as card
holder's name, card number, expiry date etc. This information will be available in the Credit
card window in the order module to where new web orders are imported when you get
website data.

Click New to create a new method of payment. This opens the Terms of payment window.

& Tip! In help (F1), you can find more information about creating and editing payment
forms.




Customer Status Files

The settings for customer status files can be found under the module settings for Contact
management. You can also reach the settings via the Edit website - Menu shortcut.

1. Go to View - Settings - Company - Settings per Module - Contact Management and then
click on the Advanced button and thereafter on the Status File Settings button.

O Settings for Custamer status files 23
Text at the top of customer status files

Status File -
Type of contacts to be used when making status files Al |z|
The information in the status files should be how many months old? 12

Select what information to include in the: status file

Superior information Detailed information
/| Contact information [address, etc) | Qider/-invoice lines
| Status [Contact information] | Product statistics

/| Categary [Contact infa)

| Dider Hiztory

| Payrent natice

| Custorner & Supplier Ledger ok |

Select which information should be included in the customer status files.

2. Ensure that you have registered a sender address. Sender addresses are required and are
retrieved from the E-mail field in the top half of View - Settings - Company.

3. Select which customers you would like to receive customer status files. The settings for this
are situated in the Contact card under the Settings tab. Click on the Customer button and
select Yes or No from the Auto generate status file drop-down list.

Note! By default this field is set to Yes for all customers.

4. Enter a title for the e-mail to be sent to the customer. This is done by going to View - E-
Commerce -Get website data, clicking on e-mail and entering a title. You can also enter text
at the top and bottom of the e-mail. The title is required in order for you to be able to send
the customer any files. What you enter here will be saved until the next time you run the
wizard.

o



How to send a customer status file manually

When you send a customer status file, an e-mail is being sent to the customer. This e-mail
contains a link to an html-site, which the customer can open by clicking on the link. The
page displays the information that you specified under the customer status file settings.

==Il The customer status file can be sent to your customer by clicking on the Send E-mail
button in the Contact register. This will open the e-mail editor in the usual way. Now you
need to select Status e-mail as the template for this e-mail. Selecting this template will
automatically include the customer status files as an attachment. The content of the
customer status file depends on the selections described below.

Automated customer status files

Automate customer status files give the opportunity to keep your web customers updated
about the progress of the order with information on the date of invoicing and delivery and
more. The system allows for certain flexibility so that you can customise the functionality
according to your needs.

When the status of a web order is being changed, a new Customer status file is generated
automatically. For example, this would happen when you invoice a web order or click on
Get website data. These actions will trigger the sending of information to the server to
inform it that the order has changed status from 'order' to 'invoice' and a separate site is
created for this on the Mamut server. For automated customer status files the status file is
sent as an e-mail to the customer and contains a unique link to the 'status' of the
customer's order. In these cases, the content is located on Mamut's server. The remaining
e-mail content can be edited according to a template, which is stored under Get website
data - E-mail.

The window this opens allows you to add any relevant information such as, for example:

'Your web order has been processed. All our web customers receive an automated
notification to let you know that we have despatched your order items. Follow the enclosed
link to view your current order status. Thank you for shopping with us.'

When are customer status files being generated automatically?

The prerequisite for the automated generation of a customer status file is that you have
changed the status of a web order and downloaded the website data. It is also necessary
that the contact has been set to receive customer status files. The most common
occurrence of automated customer status file generation is when you have invoiced a web
order and then click on Get website data. The customer status file will also be
generated/sent after crediting an invoice, cancelling an order, part-delivery of an order or
at generation of a credit note. It is important to remember that customer status files will
not be generated before you click on Get website data following any changes you have
made to a web order.



Based on the settings in this window, you select what information is to be made accessible
to customers.

You can access the settings under View - Settings - Company - Settings per Module -
Contact Management - Advanced - Status File Settings.

The Text at the top of contact status files is displayed at the top of the contact status file.
Examples of this include: 'The status of your purchases from us is attached. If you have any
questions, please contact.....' Please note that this is the content of the home page. You can
also edit the content of the e-mails your customers receive. This is done via the Get website
data wizard.

O Settings for Customer status files 3

Text at the top of customer status files
Status with purchaze with uz. If you have any guestions, please contact uz via e-mail =

or telephane.
Type of contacts to be used when making status files Al lz‘
The information in the status files should be how many months old? 12

Select what information to include in the status file

Superior information Detailed information
| Contact information [address, etc) | Dider-irvoice lings
| Statug [Contact information) | Praduct statistics

/| Category [Contact info)

/| Oider Histary

| Payment notice

| Custorner & Supplier Ledger

In Type of contacts to be used when making status files you can select 'All', 'None', 'Only
private individuals' or 'Only companies'. The Type of contact is set in the Other Info tab in
the contact card.

In the Settings tab of the contact card, under Customer, you can also control whether the
contact is to have an Automatically generated status file. This will override the settings in
this window.

The information in the status files should be how many months? You can use this field to
adjust how old the information in the contact status file will be.

You can also select which information to include in the contact status file by using the
various check boxes at the bottom of the window.



Get Website Data

Get website data is used to retrieve enquiries and orders that customers have made on
your website.

Enquiries are subjected to a so-called 'data wash' where information from the website is
compared with entries in your contact register. You can approve the information that the
customer has registered to avoid double entries cluttering up your contact register.

You will find the function under the menu View - E-Commerce - Get Website data.

() Get website data ==

Click 'Start' o retrieve new 'website data’ from the server o ta upload new status o e-mail files to the server. [f you
would like: to edit the text of pour customer e-mails, lick 'E-mail

Status:

sofatown [HHp:/ . mamut netésofatomn

Fleceiving new orders: Server msg: No arders found
Fleceiving activitiss fom web: Server msg: No activiies found
Fetch registered customers: None

m

Recaiving changed status- and E-mail files since 01.01.2000 00:00: Mone

[ Hep [ Emal [ viewDrdsss [ Staus
. 1

The window gives you the following options
E-mail: Opens a window where you enter the E-mail content..

View orders: Opens a preview of all previously loaded activities, which you can access and
examine in detail.

Start: Downloads new orders and activities from the website.

1. Click Start to begin downloading data. The program will now connect to the Internet and
find any new orders and activities.

2. The result will be continuously displayed in an overview window. If the search found no
results, the window closes when you click Complete.

Click Next.

4. Check all enquiries and import or reject them in View new orders/activities. If you do not
process all the enquiries immediately, they will still be available next time you import data.
~

? Note! Registered users will have a Website account created. You can edit this through
the Contact register via the Settings tab in E-=Commerce.
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This window shows detailed information from Get website data, together with an existing
or potential customer from the Contact register. Each field shows data registered in the
Contact register under Contact overview, corresponding fields from Incoming data and
what will be imported under Result.

The enquiry can be dealt with in one of the following ways
Click Reject if you want to ignore the enquiry. It will then be deleted from the database.
& Click Contact list to link the import to another contact.

1 Click New to create a new contact in the contact register on the basis of the import.
Click Import to update the contact register with information from the enquiry.

Read more about the various options below.

Check the data from the Contact overview against the Incoming data.

Select which of the texts is to be updated in the Contact Register under Result.
If none of the suggestions are suitable, you can also enter new information straight into the
field.

Repeat the process in all the tabs: Company information, Address and Additional info
(only for activities).

Click Import to update the contact register with information from the enquiry.
«f

L Click contact list.
Select the contact to which you want to link the enquiry.
Click OK

Go through all the fields and adjust the import as described above.
~

B Click New.

Go through all the fields and adjust the import as described above.
wf



After importing website data, you receive a list of all the enquiries. The column on the far
left of the list specifies whether the enquiry is an activity, an order, a new registration or a
change to a previous registration.

Each enquiry is checked against the contact register. If the contact has not been previously
registered, a new contact will be set up. If the contact already exists, the information from
the contact register is displayed under Contact overview.

Check all enquiries, depending on their Status:

New customer: No contact was found in the contact register which matched any of the
fields in the enquiry.

Should be verified: An existing customer was found with the same E-mail address,
Postcode, Contact person or Telephone number. Here you should verify which information
should be overwritten in the contact register.

Existing customer: The enquiry contains a Company name or Company reg. no. which
corresponds to a contact in the contact register. It is highly likely that the enquiry comes
from this contact.

= Click Edit or double click on enquiries you are uncertain about to check what Company
information is imported.

Click Import all when you have gone through the information.

Note! At the bottom of the window is a line about whether you should Go directly to
update in order to update stock after importing order. This is a recommendation/reminder
that you should update the website to avoid discrepancies between the stock levels
displayed in the webshop and actual current levels.

~

¥ Note! You will find the imported orders in the Order module in Mamut. You can also

print a report of all web orders. To do so go to the Report modules, select Sales and
Invoicing and select the report Order/invoice list or Order/invoice list, detailed. In the
Filter window that opens, tick the Web order box in the selection window to only show
orders imported from the webshop. If you have several websites, you can also select to
view results for a certain website only.




Website Settings

In Website Settings you are able to select which settings you want to apply to your website
and webshop. What tabs are available depends on the type of program and supplementary
licences you have. You can access website settings from the menu View - E-=Commerce -

Website Settings.

Active Website

In the Active website you can edit the name of your website if needed. You can also edit

Labels, insert Meta Tags and Script.

O Website Settings \EI
Active Website | Settings Web ” Settings Webshop ” Payment Services H Aty

Website v solacity.com
‘whebsite LIRL hittp: £ v, ramut. et/ sof atown
Labels
n Here wou may edit the standard tests on yaur website:

i This applies to all texts displayed, for example, on menus, on contact

pages. in the webshop and Check Out

teta Tags
Here you can enter and edit Meta Tags (global search keywords) for the website

= The Meta Tags apply to all pages as well as the webshap Meta Tags
Script

Y Here you can create and manage global script

e The soript applies to Al pages as well as the webshop
ok | [ Caneel | [ Hep |

A w o

Go to View - E-Commerce - Website Settings - Active website.

= Click Edit.
Enter the new name.

Click OK.
o

W

& Note! The website name change will only display internally in the program and will not

influence your web address in any way. If you would like to change your web address as
well, you need to de-register your website and the re-register it with the new address.
You can deregister your website by going to Website Settings - Admin.




1.

In Mamut, you can customise headings and texts on your website to suit your specific
needs. You can, for instance, edit texts that describe fields, links, drop-down lists, etc.

Select View - E-Commerce - Website settings - Active website and click the Labels button.

() Preferences @

Here you may edit the standard tests on your website

Ovenidable Labels:

User-defined Text Default Values -
The page cannot be found
The page you are looking for might have been removed
Click the link below to navigate to our Web-pages
Flease note that this confimation does not provide any ..
About Uz
Address
Address 2
Add to shopping basket -

This iz where you change pour user-defined text:

Usedefault | [ Altodstaul |

[ 0K l [ LCancel ]

Select the text you want to edit from the Default value column.
Then activate the This is where you change your user-defined text field.

Add the text you wish to use instead of the default value. If you want none to show enter *
in the field.

Click the default text in the Default values column.
The value (text) you entered is added in the User-defined Text column.

Update website to publish the changes you made.
=

& Tip! If you regret any of changes you have made, you can select the relevant text and
click the Use default button. If you wish to change all overwritten labels to default
values, click the All to default button.




In the Meta Tags tab, you can enter information about the website, such as keywords,
description, title, etc. Many search engines read Meta Tag information and rank the
websites accordingly. Some search engines do not utilise registered Meta Tags.

Enter the tag name in the Name field, for example: KEYWORD, DESCRIPTION, AUTHOR,
TITLE, CONTENTS. In the Content field, enter the value, for instance, the keywords.

¥ Note! Use comma to separate the keywords.

(1]

Note! Please note that not all search engines utilise Meta Tags.

% Tip! You can enter both English and foreign language keywords, if you are selling to
customers across national borders.

Registration in a Search Engine

So that your website will show when a relevant search is made online, you need to register
your website first. The registration of your website at the Search Engine is free. However, it
is important that you read the instructions carefully when registering. Below is a list of
selected, popular search engines.

www.altavista.co.uk
www.live.co.uk

www.ask.co.uk

By clicking the Script button, you will be able to insert your own script or script from a third-
party provider.

By using script, you can set up a web traffic counter with providers such as 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 can also enter your own script.



Placing the Script

HTML <Head> tag: Default location of script. The script is placed before the </head> tag in
the HTML code.

On top in HTML <Body> tag: The script is placed after the <Body> tag in the HTML code.

On the bottom in HTML <Body> tag: The script is placed before the </Body> tag in the
HTML code. This location is used by Google Analytics, among others.

y

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

In Settings Web you can set the following website settings:

Use website/webshop should be selected if you do not wish to use the website but only
the webshop.

Website area links to: If you selected Webshop from Use website/webshop, you can select
here if your registered area will link to your Mamut webshop or to an external domain.

Sitemap: Here, you are able to select if you would like a link to a sitemap on your website.
A Sitemap is a separate website which contains information regarding categories, content
along with all web pages contained within your website. Viewing of the sitemap on your
website will help both visitors and the search engine to gain a better overview of the
contents of your website.

L Note! Sitemap is developed according to the standards for search engine optimisation.
Mamut uses xml-based sitemap index files to index all customers' websites. These
indexes are automatically and regularly submitted to Google, so the user does not need
to think about it. Furthermore, xml-based sitemaps are used by other big search engines
such as MSN, Yahoo and Ask.




In the Settings webshop tab you define settings for e.g. displaying prices in your webshop.
In the Example field at the bottom of the screen, you can see how the various settings will
be displayed.

() Website Settings @

Active Webzsite Settings Wweb Settings ‘webshop Papment Services Admin

Here you can define settings for displaying values in your webshop.

Product List || Other

Price prefix GEF Show price list
Incl. VAT /Excl WAT Frice anly incl. AT lz‘

Mo. of decimals 2 lz‘

Rounding type To nearest whale unit [(00] lz‘

Price suffix

Example:  GEP 2533.00
Frice only incl. VAT (Price excl. VAT: 2160.55 / WAT: 20%)]

Discounts for products zold via ‘\webshop 000 %

QK ] | Lancel | ‘ Help

Prices

Price prefix: The currency code specified in company database settings (financial settings) is
suggested. If you wish, you can change this. If you prefer the currency code to appear after
the price, you can enter it in the Price suffix field below.

Incl VAT/Excl VAT: Choose whether the prices are to be shown as gross or net. Wholesale
prices are quoted without VAT, as they are usually able to reclaim the VAT in their own
turnover. Retail prices are usually expected to include VAT.

Rounding type: If you select to show prices as whole currency units, the orders from the
webshop will also be rounded. This is done regardless of settings in the Sales and Invoicing
module.

No. of decimals: Select how many decimal places you want to show in prices. The higher
the unit prices, the less usual it is to include decimal places. The rounded prices will also be
transferred to the order.

Price suffix: If you wish, you can also add a suffix after the price, such as GBP, Euro or
similar. If you select to show prices without decimals, you can add a suffix, e.g. '.-', after the
price. If you also wish to use Price prefix, both may be added.

Discount for products in the Webshop: Here you can specify the general discount available
on all products in your webshop.

Show price list: Tick this box if you want to display a price list in the webshop.



Product List

Here you can define the appearance of the product list in your webshop.

Optional display of VAT in product list: Select this setting if you want to add a check box to
your webshop, where the user can decide if he wants to see the product prices with or
without VAT.

Maximised image width in the product list: The standard is 100 pixels.

Create a product page for all products: Select this setting if you want to add a link for each
product in the product list. When clicking this link, a separate page with product details
opens.

Customer communication

Here you define the exact conditions for order e-mails which the program sends
automatically to your customers as soon as there an order has been changed.

Please be aware that you need a special licence to use this functionality.

Other

Graphic display of stock status: To view stock status in your webshop you can select
between three icons. To view stock status you will have to select stock status to show on
the product card through the Web settings.

Format for auto-generated e-mails: Some users may come across the problem that e-mails
sent from their webshop get caught in the recipient's spam-filter or that the recipient, for
security or other reasons, does not allow for HTML-display in e-mails. In this field you can
select to send pdf-attachments, HTML-attachments or HTML directly in the body text. You
can also select to display your company logo. In order for this to work, you need to select a
logo under View - E-Commerce - Edit website - Edit company information - Company
Information.

For products with variations: You can select this box if you want to show a link to the
selection of variations in the product list.



If you would like to offer payment by credit/debit card in your webshop you need to have a
Mamut system containing Shopping cart functionality. Additionally, you will also need to
enter into an agreement with a payment service provider.

Payment service provider's 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.

Read more about which payment Service providers (PSP) are accessible under "payment
services for the webshop".

Select Payment Service: When you have entered into a contract with a payment service
provider you can select the appropriate provider from the Select Payment Service drop-
down list. You then need to register an ID, which you will have received from the provider.

To receive credit/debit card payments from your webshop you will also need to set up one
or more credit/debit card types in Forms of payment.

y

S Note! You need to publish your website again after you have made your payment
services settings and set up your forms of payment to make the payment solution
available on your website.

In the Admin tab you are able to register and de-register your website and you can bind or
unbind a domain.

Register Website: By using a wizard you enter company and contact information and decide
the name of your website.

Deregister Website: If you wish to deregister your website click here. Be aware that your
website will be deleted from the server and you will lose e.g. statistics and orders that have
not been updated.

Bind/unbind domain: If you want to bind a Mamut/Active 24 domain with your website
click here. You can also use this button if you want to unbind a linked domain.
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¢ Note! This tab will only show if you have a licence for the additional product Mamut
Enterprise PartnerWeb.

You can offer your customers to create their own user account, with a user name and
password for accessing your website. Registered customers can view discounted prices
available to them and do not have to enter information every time they shop.

In this window you select which components of the website will be password protected,
and whether customers will be able to create their own user account.

In help (F1), you can find more information about password settings.



Additional Products - E-commerce

If you require more advanced functionality than what is included in your Mamut program as
standard, you can purchase additional products and extensions for your program.

There are a number of additional products, which offer extra functionality connected to
your website and webshop. Domain and E-mail accounts can be used regardless of which
Mamut program you are running, the other additional products require that you own a
program version from the Mamut Enterprise series.

You can find out more about Mamut's additional products and services at
www.mamut.co.uk/addons.



http://www.mamut.co.uk/addons
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Mamut Online Desktop

Mamut Online Desktop provides you with web based access to the information and
functionality of Mamut Business Software, along with the services included within Mamut
One. Mamut One brings together financial and contact management (CRM),
communication, workflow management, e-commerce, enterprise mobility, web hosting as
well as knowledge and community into one complete solution.

This guide is intended as a brief introduction to Mamut Online Desktop. It provides a basic
description of how to get started; the settings required in both Mamut Business Software
and Mamut Online Desktop, along with information regarding how you can customise the
settings to best suit your own needs. You will also find an overview of the different work
areas included and how to navigate through them.

In order to gain access to Mamut Online Desktop, you must have a valid agreement for
Mamut One. The services that you have access to within Mamut Online Desktop are
dependent on your Mamut One Service Agreement.

i

& Note! Mamut One is only sold in combination with Mamut Enterprise and Mamut
Office. In order to start working with Mamut Online Desktop, you must first install one
of these programs. In this documentation, Mamut Enterprise and Mamut Office are
referred to as Mamut Business Software.

(2 ]

Important! Please ensure that you read the Mamut Service Agreement carefully before
setting up and getting started with Mamut Online Desktop. This agreement provides
you with an overview of the terms that apply between you as a customer and Mamut as
a supplier.

Once you have activated Mamut Online Desktop you are able to view, create, and edit
information from any computer 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 you’re out of the office.

Information registered via a browser and locally within your Mamut system, is continuously
synchronised. Your company will therefore always have access to up-to-date information.
The synchronisation with Mamut Online Desktop will be done from one of the computers
within the network. This computer must be connected to the Internet.

Mamut Online Desktop collects all of your web based functions and provides you with
access to key figures and status information, customer and supplier information, activities
and calendar, time sheets, Business Year Planner along with control, validation and analysis
of your accounting data, all via the Internet.



¥

¢ Note! The documentation may refer to services and/or functions that are not included

within your solution. If you wish to get more information regarding this, please contact
Mamut. On our home page you will find further information about which products and
services are included within Mamut Online Desktop.

We are convinced that you and your company will reap great benefits from Mamut Online
Desktop and that this award winning software-plus-services solution will help you to
simplify your day-to-day business.

& Tip! When you have logged into Mamut Online Desktop, you can click Help in the top
right corner. In the help section you will find more information about the functionality.

Best of luck with Mamut Online Desktop!

What can Mamut Online Desktop do for you?

The following services are available within Mamut Online Desktop

PEDEDPE

Status: Status brings you up-to-date key figures and information with an
overview of the best selling products and largest customers over the last 30
days, along with key information regarding the company’s sales and
employees.

Contact: You can create new contacts anywhere, at any time with Mamut
Online Desktop. Information registered via a browser and locally within your
Mamut system, is continuously synchronised. Your company will therefore
always have access to up-to-date information.

Online Time Management: Time Sheet in Mamut Online Desktop provides you
with an online overview of your company's time sheets, allowing you and your
employees to create, view and edit your time sheets online, anywhere and at
any time.

Company Dashboard: The Company Dashboard gives you an overview of your
company's most important data. It is a visual tool for presenting the company's
financial status in a given period, based on information retrieved from Mamut
Business Software.

Equipment Register: The Equipment Register in Mamut Online Desktop
provides you with an online overview of your organisation’s equipment. Here
you are able to loan and return equipment, as well as create, view, and edit
your equipment online, anywhere and at anytime.

Business Year Planner: Business Year Planner enables you to create a
structured and refined Year Plan of your company. It is designed to help you
identify the company's goals and outlines the analysis, strategies and planning
required for these goals to be achieved.



which allows you and your colleagues to easily access e-mails, folders and
contacts via the Internet, making it as easy to work 'on the go' as from the
office.

i" Mamut Online Survey: Mamut Online Survey is an online service that allows
o A

Webmail: Webmail is a service based on Microsoft Office Outlook Web Access,

you to easily create and publish surveys on the Internet. This powerful tool
allows you to gain a better insight into your market through the use of
customer feedback.

Webhosting: Webhosting directs you to MyAccount, the online control panel

P for Mamut’s hosted services. This includes your domain, Mamut eZ Publish,
information portals based on Microsoft SharePoint, e-mail accounts and other
hosted services.

Activity and Calendar: Mamut Online Desktop provides you with an online
overview of activities concerning your company and employees. Create, edit
and view activities online and keep track of these via the online calendar or
activity list.

Sales: Sales work area gives you online access to the most important
functionality in sales. Create & edit quotations & sales orders, generate order
confirmations as PDFs and view existing quotations & orders, invoices & credit
notes, anywhere & at any time.

Project Register: The Project Register in Mamut Online Desktop allows you to
create new projects as well as view, edit and delete existing projects in Mamut
Business Software and in Mamut Online Desktop.

i

& Note! Additional licences can be purchased for Mamut Online Desktop that give you
access to some of the areas mentioned above. To find out more, visit our home page.




Service and Support

Mamut Service Agreement

The service agreement gives you the right to make use of the Mamut Support Centre. Find
out more about the Mamut Service Agreement below.

':’“’g. 2
Mamut Support Centre

The Mamut Support Centre offers an extensive personal service programme to assist you
whenever you may need help. Under the heading Support at www.mamut.co.uk/support,
you are also able to use the Article search database to find specific tips and tricks that will
help you when trouble shooting within the program. Here you will also find a link to the 10
newest support articles and the 10 most read support articles.

How to get in touch with the Mamut Support Centre

ZlgThe easiest way of getting in touch with the Mamut Support Centre is via the program.
The Mamut Support Centre focus area allows you to search for answers and send new
queries. The status of and answers to your query can be found in the same place. In order
to utilise this feature within the program, you must be connected to the Internet.

If you cannot find the answer you are looking for on the Mamut Information Desk or in the
online article database you can send an e-mail to support@mamut.co.uk.

If you do not have Internet access, you are able to send your query by fax to the Mamut
Support Centre. You will receive an answer by fax as well. However, please do provide a
telephone where you can be reached during working hours in case we need more
information in order to solve your problem.

Most questions can usually be answered in the course of a phone call but in special cases
we may need to record the question and contact you once we have found the solution to
your problem.

Mamut Software Ltd
90 Long Acre
Covent Garden
London WC2E 9RZ


http://www.mamut.co.uk/support
mailto:support@mamut.co.uk

The Mamut Service Agreement

The Mamut Service Agreement ensures that you are prepared and have full control of all
challenges you or your business may encounter.

Updates following legislation changes

We make sure that your Mamut system is always fully up-to-date with new laws and
regulations, changes to tax-rates and official forms. Extensive user documentation for all
such changes ensures that you can adapt to them quickly and easily.

New functionality

Mamut systems are developed and improved continuously in tune with technological
advances, new industry standards and trends and feedback from our customers. You are
always guaranteed a modern solution, which will simplify your working day.

Mamut Support Centre

We place great importance on providing a responsive and professional support department,
which can promptly provide answers to your questions. Your Mamut Service Agreement
entitles you to user support via telephone, e-mail, Internet or directly from within your
program.

Mamut Information Desk

Within the program you will find an Internet-powered news channel that provides you with
daily updates of information, news and user tips directly related to your program and area
of business. The Mamut Information Desk lets you communicate directly with our support
department as well.

Tips for users

At regular intervals, interested users will receive e-mails with tips about using their Mamut
system, news about the product range and other useful information.

Mamut Knowledge Series

Mamut publishes documents and advice on a range of areas including changes from the
government, effective use of the system as well as new trends.

Special offers

Mamut gives you special offers on Mamut products as well as on suitable products from
other market-leading software vendors.



Additional Manuals and Guides

Mamut Knowledge Series

Mamut is constantly updating the user documentation. These updates are necessary in
order to align the documentation with changes in the Mamut system, new and updated
functionality that has been incorporated into the program, new laws and regulations along
with useful tips that can help simplify your working day.

The latest version of the manuals and guides are published to the Mamut website on a
regular basis; where they are available for download free of charge. To download any of the
documents or guides simply go to the Download page of the Mamut website:
www.mamut.com/uk/download.

On the Mamut download page you will find the link to the manuals and guides near the
bottom of the page: Mamut Business Software - Documentation & Guides. Here you will
find a list of manuals and guides, each containing a brief summary, which you are able to
download and utilise to learn more about specific areas of the program.

Mamut Additional Products and Enterprise Extensions

Mamut offers a number of additional products and enterprise extensions that allow your
company to use Mamut Business Software more efficiently. These are available for
purchase for those using the Mamut Enterprise series and who require more advanced
functionality than what is included within the standard Mamut program. This will allow your
business to function more effectively with the Mamut system.

Mamut publishes manuals and guides about the additional products and enterprise
extensions to the Mamut website. These are updated regularly based on changes, updates
and new functionality.

You can access these manuals and guides on the Mamut website:
www.mamut.com/uk/download and download them free of charge. Once you have
navigated to the Download page you will find a link to Add-on products — Documentation
& Guides where you will find useful manuals and guides relating to Mamut's Enterprise
Extensions and Additional products.



http://www.mamut.com/uk/download/
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Mamut Academy

Courses at Mamut Academy
Mamut Academy is the name of the course activity offered by Mamut.

Mamut Software Ltd. supplies complete solutions in financial management, sales and
contact management, purchasing/logistics, human resources, time sheets/projects and
tax/personal finance.

The courses offered by Mamut Academy are for people who wish to work with Mamut and
in associated fields as efficiently as possible. They therefore allow you and your colleagues
to really make use of the abundance of functions in the Mamut systems; which will
stimulate both your business along with the people using them!

Online courses

In addition to classroom courses Mamut also offers online courses. Online Courses are for
those people who wish to participate in courses via the Internet. Here you are able to
connect to the course via your office computer, with the possibility of connecting to a
telephone conference with audio playback. It is worth noting that this course focuses on
demonstrating/discussing the functionality, with exercises being performed on your own
initiative once the course has been completed.

If you require further details regarding dates and content of the courses offered, please
contact us via phone 0800 032 5616 or e-mail at academy@mamut.co.uk.



mailto:%20academy@mamut.co.uk

Mamut Tutorials

Mamut offers you the possibility to watch tutorials from within the program as well as from
our home page. To access the tutorials that are available within the program, simply click on
the Introduction to Mamut focus area and select the tutorial that you wish to watch. Here
you will also find a link to additional tutorials that are available online. Mamut's tutorials
provide you and your colleagues with short videos of Frequently Asked Questions (FAQs)
free of charge. These videos include short and easy-to-follow instructions demonstrating
different processes within the system.

You can access a list of available online tutorials at www.mamut.co.uk/tutorials.

If you have special requests for tutorials, please feel free to contact us at
academy@mamut.co.uk.
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