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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!


http://www.mamut.co.uk/download�
mailto:info@mamut.co.uk�
http://www.mamut.com/uk/license/�
http://www.mamut.co.uk/download�
http://www.mamut.co.uk/support�

Table of Contents

Welcome as @ Mamut USEer.......ccceeuueeiiiiiiiiiinennnneiiiiiniiiieesssssiimmeeee I
Table Of CONEENES ....cceuuiiiieeeiiirreeccrreneecerreneeeeereenseeeeeennsseeseennsnsseennnes 1
Chapter 1: User INnterface.....cccccereeeeieerreennccerienncereeennesneensscereennseeneennnes 7
Getting to know the Program ........ccceeucviiiiiiiiiinnnnnnnsiiiinninnneennne, 1
Finding your way around the Program ..........cccccceiiiiiieeeciie ettt e 1
Help in Mamut BUSiNESS SOftWAIE........ueeiiciiie ettt e e e 3
B T3 DT G o o S USN 4
Bl (S D g ] o T Yo | o - SR 6
Focus areas 0N the DesKtOP.......cccueiiiiiieeiciir et e e eeee e snaee s 7
Websites 0N the DeSKEOP.......ciivviiriiiiieeii ettt 8
Information Boxes 0n the DesKLOP ......c.eeiiiiriiiiiiiniieieeee e 10
SCreens iN the PrOZrami. .. ...ttt e et e e et e e et e e eearaee e eavaeaean 11
The Status Drop-DOWN LISt .......cccccuiiiiiiiiie ettt et e e e et e et e e 13
LISt WINQOWS..eeiiiiiiieeiiiesie ettt sttt ettt e saae st s sbaesbe e sbaesabeesabeesaseens 14
T gT'o o o =1 0¥l o £ SR 15
Shortcuts in the Programi.........oeeeeociiii ettt e e e srae e 16
Program Date........ooiiiiiiiiiiiiiicr e 18
Getting Started with the NUMDbEr SEres .....ccccviiiiiieeiiee e 19
User Settings for the Desktop ........ccceviiiiimennneciiiiiiiiiinenneesiiinneeeene. 21
User-defined Shortcuts/Buttons on the Desktop .......cccveeveercieeeciiecciecceccre e, 23
Customising Content for the Focus Areas on the Desktop.......cccccceeevciveececveeeninennn. 23
Selecting Links to be shown on My Desktop ........cccceeeciiieiecier v 24
News from the Mamut Support Centre on the Desktop .....cccoecveevrcveriviieeeiiieeens 25
Other User Settings ......cccceeeeiiiiiiiiniennnniiiiiiiiineensssiiiiiiimeesssss. 26
Setting up the system's startup WiNAOW ........cceeooiiiieeciiiie i 26
Chapter 2: Search and Filter........cceeveiiieeiirieiirierrecereeereencereeeeenneene 27
Y= T o 3 PPN 28
Y =] [T o 4 o o TP 29
B OIS ettt st s s be e st sareenaeeens 29
The Fields within Search and Filter........cooiiiiiniiini e 31
Advanced Selection .........cccceeerieeeniiiiieeniitienecenreeeeeerrennneesennsseessennnnes 33

Example of an Advanced Selection...........cccueieeciiieiiiieeecee e 34



CoNACE FIEEr WiHZAI ..ottt ettt sesbabe e e e e e seaanees 37

Period Filter - Print CoNtact LiSt......ccuveveeiiiieniieenieesie et sre s n 38
Chapter 3: SettiNgS ..cccceieeerieniereenirienrereenierenereenterenseerenereasserensessnssenes 41
Y] 4 1 3 =3RS 42
L0 L T 43

USEE SETEINES ..vveiieiiieiiiiiee ettt e e et e e s e st e e e s s s ssasbereeeessssassrneeeessannns 43

User Settings - User AcCess RINES .....cocueiriiiiiiiiiieieieeeee e 45

User Settings per MOUIE ........cocei it 46

User Settings - Other tab..........ooooiiii e 46
COMPANY ceuiieniieeiieiieeiieeiieeiireiiresireserasersssrassrassrassrsssssssssssssssssssssnsssnsns 47

COMPANY SETLINGES ..vvviieiiiiiiiiiieee ettt e e e s s e sere e e e e s s sssabreaeeeessssssnteeeeesssnssnnees 47

FINANCIal SETLINGS coneviieieiie et e ee e st e e e e e e eenneeas 48

ACCOUNT INFOIMAtION oot e s bee e e saneeas 49

The VAT COOE REGISTEI ettt ettt sttt neeeanee s 50

Editing the VAT COUES ... .uviii ettt et et et e e e e tae e e e nbe e e eanaeas 50

PropPErties REGISTOr ..cciiiiiiiiiieieieeeeee 53

NUMDET SEITES.c.utiiitee ittt sttt st e sbe e sa e e s baesbe e sbaesbeesbaesaneens 54
Security SettingS...cccciiiiiiiiiiiiiciiireireirrrr e ree e sen e se s ssnnesnnens 55
Other SEttINGS . civeuiiiieiiieeirreeierteeereeerrenerensereenerensesrnssereaserensesenssnnes 57

COUNEIY REGISTET ..eeeiiitiieieeee e 57

CItY REGISTOI ..ttt snn e s srae e 58

OtNEr PrOZramS. ... .ciiiiieiieiieeete ettt ettt ettt sttt e st e st e s bt e sae e e sbbeesneessbeeenneenane 59
Chapter 4: Administrator.......cccceciiiiiieiciiieicccrrcescc e reeeeceseenanes 61
The Database ......c.eceiiiiiiiiiiiinnniiiiiiiiiiieeeniiiieesssessreessssssses 62

COMPANY Databases.......ueiciiiieiiiee et e et e et e e s e e e et e e e seataeeeareeeeas 64

Opening @ Company Database.........ccueeieciirirciie e 65

Creating a New Company Database.......ccccevivceiieeriiie et 66

How to delete all data in a System Database.........cccccevveieieeniiiinieeniieeeeeeeeee, 67

Database ULIlITIES ...c.vueeieeieeeiiiee ettt e e s 68

[0 1 =11 F=Te B ] =TSRRI 70

L o U PUPUUPPRRP 71
- o [0 o T RRPPRt 72

Different types of backups.......oovvciiii i 73

Backup t0 @CCOUNTANT ....eieiiiiieieeeee e 76

HOW t0 Create BaCKUPS ....c.ciiiiiiiieiiieeieete ettt 76

AbouUt RESTONING DACKUPS ..ccceeviieeiiee ettt et e et e et e e e 78

HOW 10 REStOre @ BaCKUP ..ceciuviieeeiiii ettt ettt et e e et 79

Y] o =d R o gl 2 - Tol (U« SO RPN 80



REMOVE O1d DACKUPS ....cetieeeciiie ettt ettt et e et e e et e e e e abe e e e neaeeeeanaeas 82

Moving the Program to a Different Computer/Server .........ccccccuueennee. 83
HOW 10 MOVE: SINGIE-USEN .....vvieeeeiee ettt ettt e s e e e e e e e s nees 84
How to move: Server INStallation ..........cooceeviiiiiieniieieeceecee e 85
How to move the Document DIr€CLOrY .......coceeiiiiieiieeniieneenteesteeee e 86
How to move: Client/Workstation.........c.ccveeeueiieieeeeccee ettt eae s 88

User Administration and Access Rights......ccccccoiveeciiiiireciiiiieneccceneennnee. 89
User AdminiSTration......coecuieiieiiieeiiece et sbaesbee s 89
Linking @ User t0 an EMPIOYEE .....evvieeiieieiieeceeee ettt e 90
O T Yool T 2 =4 o £ 91

YV (=] .4 T o - 92

System-created ACtiVItieS .....cccereeiireeiireeiireeierrecereeeereeeereeneerenneennnnnne 93

I o= o T o= N 94
Register LICENCE NUMDEI .........iiieiie ettt ettt e e e tae e e e b e e e naeas 95
The ADOUL WINAOW ...iiiiiiiieiiieciee sttt ettt e st ste e sae et e e ssaeebessbaesnsee s 96
Manage Licence INformation...........ooocuieeeiiiie et 97
LICENCE FilBuuniieiiieieiee ettt ettt st sb e e be e s be e sabeesabeesaneens 99
DOWNI0Ad LICENCE File ..couiiiiiiieiiieiieee ettt sttt s 99
How to change your registration information........ccccccveveviee e, 100

Chapter 5: REPOItS.....cciiveeueeeiiiiiiiiinennneiiiiiiniineesmsiessss. 101

About the Report Module .........cceeeueeiiiiiiiniiiiinnnniiiiee. 102

Printing @ REPOIt ...cceuieeiiiieeicieecrreeerreecerneeereenerenneresnerenssernnnesensnnnes 104

(30T o o] o Y=Y 4 41 4 V=L OIS 105
REPOIt/LabEl EQItOF .oocuveeceveiiiieeeee ettt ettt et ettt e et et e ereeeanes 105
AdAress SELHINES .....uvviiiiii i e e e e e e e e e s aareaeeeenas 107
Settings for Reports and Printers.......eecieeeecieie et 107

(20 [ AT V=3 1 {=T o Lo ] o £ NN 110
Getting Started with Report Editing ........ccoeceeeiieiiiiiiiiiieeeieeee e 110
How to edit a report so the fields are aligned with the form........cc.ccccociniincns 112
Inserting @ LOgO ON PrintoULS......ccoiiiiiiiii e 113
EItiNG LADEIS .. uveeiiee ettt e e e et e e e te e e e ra e e e e te e e e etaeeeennes 114
How 10 IMPOrt REPOIt FIlES .....eiieiiie ettt e e e e eae e e 116

FAVOUIILES ..cvvviiiniiiiieiiiiniiieniiiineinieniiiiseieiensniesisressssrsssstsssssssnssssnsssses 117
FAVOURItE REPOITS . .eeeiiiiiiieiriie ettt 117
Settings for Favourite REPOIS ....ccceiiiiiiiieeiteieeee et 118

Settings for REPOrt BUNAIES.........ooocviiiiiiiee ettt 120



Vi

(= 1 T oo Lo L= 121

Chapter 6: More Information ........ccccceeeiiieeiciiiincicinienncenneennneeneennn 123
Mamut Online Desktop ......cceeeiiiiiiiimnnnnniiiiiiiiiinnennnieees 124
Service and SUPPOIt ......ccciiiiiiiiiienniiiiiiiiiiieenmsseiiiiniineessssssssnnnnn 127
The Mamut Service Agreement........ccceeeeeeeiiiiiiiiinnennneiissnnnnneeennsenes 128
Additional Manuals and Guides..........ccceeiiiiiiiiiiiiiiiiiiiiiininiinsinneen, 129
(V0 TV L Y or= e [T 11 130
Mamut TUOFIAlS ..oceviiiiiiiiiiiii s 131
INAEX ettt 132



Chapter 1:
User Interface

In this chapter:

Getting to know the Program ........c.ceeereeerieniiieecrreecreencerenneernnserensenes 1
User Settings for the Desktop ......cccvieeceiiiienciiiiienciinneeencinreneeceseennnees 21
Other User Settings ...c.cccciiiieeiiiiiieiiiiiiniceiiennceenennsseeneennssessennssssseenes 26

e

@ 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 on sales@mamut.co.uk or by phone on 0207 153 0900.
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Getting to know the Program

A program that is completely new to you can easily become confusing. The program will
contain screens you are not used to working with, and buttons and menus with names and
contents you may not recognise. A modern system also contains many different user
options, and thus at times, you may need to create many settings.

We are trying our utmost to make the use of functions within the program, as easy as
possible for you. However, in order for everyone to get the most out of the program, the
functions are able to be customised to match the requirements of an individual user. This
applies both to which functions work, and also to how screens, buttons and menus are
displayed for each user.

Below is more information about the various elements found in the program screens.

The Main Menu

[File Edit Wiew ‘window Help

At the very top of the screen you will find the Main menu. The Main menu covers the upper
field of the window, and consists of five different headings: File, Edit, View, Window and
Help. You can reach all functions in the program via this menu. It is also this menu that is
being referred to throughout the documentation when explaining how to find the various
functions. The reason for this is that the Main menu is 'fixed'. Below you can discover how
to reach the functions via various shortcuts. Many shortcuts can be edited, making access
to those functions you use most often, both quicker and easier.

In the main menu/menu bar at the top of the screen you can activate keyboard shortcuts by
pressing [ALT]. You will see an underscore below one letter for each of the menu bar
options. This letter is the shortcut key for activating the related menu.

The Desktop

By desktop we mean the 'background' in the program, which is constantly displayed behind
the various module windows you are opening. The desktop is not the same as the
Windows-desktop, where you can find shortcuts to programs, files and other items on your
computer.

The desktop will give you an overview of the information flow throughout the various
components of the program. It will also give you direct access to status information for
every focus area - you define what this information should be. All of this offers you a quick
overview and increased control. In addition, the desktop acts as a web browser, giving you
access to up-to-date tips, offers, and other user information that can help in your daily
work.



It is easy to make adjustments, so that the desktop best fits your way of working.

Focus areas

The focus areas on the left-hand side of the desktop provide quick access to sets of
functions that are naturally connected to one another.

For example, when you click on Customer Service in the left-hand menu, the main window
to the right will display buttons for the various functions within the module. These are
organised according to their relationship to one another and illustrate the process flow
within the module. Clicking on the buttons will open the relevant module.

Modules

By Modules we mean a set of functions that are naturally connected to one another. Most
of these will be accessible from the View menu as individual choices. An example of a
module is all of the functions found under the View - Contacts menu.

Screens in the program

When you open a module, a new screen for the module will also open. The windows in the
program are built with the same template for all modules, making it easier for you as a user,
to become familiar with the various functions available. There is no need to get your
bearings from scratch every time you enter a new window.

A tab is a part of a window. Windows often consist of more information than is possible to
present clearly in a single window. Therefore they are often divided with the help of tabs. A
tab will always have a name, e.g. the Freight tab within the Sales/Invoicing module. In this
tab you are able to view and add information in regards to the freight and delivery of an
order.



% Within Mamut Business Software there is an integrated Help function that is context
sensitive. This means that you are provided with help from where you need it, when you
need it. You can activate Help by pressing the F1 button on the keyboard. In many places
you will also find a separate button for Help. Both of these alternatives open help for the
window or module you are working in.
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You can find information by browsing through the Contents and identifying help by
category, searching within the Index or using Search to identify the information using

associated words.

@ Tip! Help is also available Online. The online version contains the latest version of Help,
including screen shots with examples, links to additional articles and more content. You
will find the settings for help via the menu View - Settings - User and the tab Other.

Under Contents you can double-click on the category you need help with and in this
manner browse through to the information you need.

Under Index you can search for a help topic by pre-defined search words.

Under Search you can search for a word contained in the help text. Searching in this
manner, will bring up hits for all occurrences of that word throughout the help files.



If you experience problems in connection with your Mamut program, you can access many
useful user tips on our support pages: www.mamut.co.uk/support.

You will also find many specific tips and tricks in the Article search database that you can
find at www.mamut.co.uk/support/search.

On the support page you are also able to read the 10 most read and 10 newest support
articles.

By 'Desktop' we are referring to the background when inside the actual Mamut program.
This is always on view behind the various module windows that you open. Therefore the
desktop is not the same as the Windows® desktop, where you can find shortcuts to
programes, files and other items on your computer.

The desktop gives you an overview of the information flow between the various
components of the system. It also gives you direct access to the status information for every
focus area - you define yourself which one. This gives you a quick overview as well as
increased control of your business operations. In addition, the desktop acts as a browser,
giving you access to current tips, offers, and other user information to help with your daily
work.

y

2 Note! When you have made changes and saved the settings for the desktop, you can
click on the Update (F5) in the toolbar menu on the desktop to view the changes.

Easy and flexible customisation

The desktop can be customised so that each focus area contains the information and links
to match your personal use. Most of the desktop can be modified in the User Settings. You
can also right-click on buttons and information boxes in order to replace them with another
one. The content of the desktop is set up to fit your product, along with your access rights
and eventually user settings where you can choose which functions will be displayed.
Within the user settings, the desktop provides the possibility for further information to be
displayed, if you use the high screen resolution (higher than 1024X768). See the section on
'Customising the desktop' below links for more information on how to customise the
desktop for your use.

The toolbar

You can create new entries into all of the most common registers directly from the New
button on the desktop. There is a shortcut key for opening lists, and in addition the toolbar
gives you access to calendar functions, reports, the settings window, and many other
functions. This means that the toolbar offers you quick and easy access, to the most
commonly used functions, at all times.
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The left-hand side menu/Focus areas

The focus areas on the left-hand side of the desktop, give you quick access to a number of
functions that naturally connect to one another. For example, if you click on Contact service
in the left-hand menu, the bigger window to the right will show buttons for the various
functions in that module. These buttons are arranged in such a way, as to portray a picture
of the process-flow within the module. Clicking on the buttons will open the related
window.

Flow charts/Shortcuts

The buttons for each focus area are organised in relation to one another in order to
illustrate the process flow within the module. The buttons function as a short cut which can
be used to open the related module.

Information routes

The desktop also shows a number of information routes, containing key information that
has been extracted from your data. By default, there are a number of different information
routes that will vary according to the active focus area. You can remove information routes
from the display, or choose to show a different information route instead.

Update information

ZThe information boxes are not updated automatically while the program is in use. You
are able to update the information displayed on the desktop, by clicking on the Update
button in the toolbar. In addition to this, the User Settings allow you to select whether
information should be updated at program startup or once a day.

Your personal shortcuts/buttons

Below the information boxes, you will see a display of buttons. These act as shortcuts to
various registers or functions that are relevant for the active focus area. Here too, you can
adjust which buttons you want to have displayed. For example, you can right-click on a
button in order to replace it with a different one, or adjust several buttons at once within
the User Settings. Additionally, the My functions button allows you to put together your
personal set of shortcuts to various functions within different modules, which will be
displayed regardless of which focus area is active.

Web pages with continuously updated content

In the program, you will find the Mamut Information Desk - an optional news channels that
is updated daily via the Internet with information, news, user tips related to your program
and area of work and much more. The Mamut Information Desk is displayed as a focus area
in the left-hand menu. Via the Mamut Support Centre you have the opportunity to contact
our user support department by typing in a query and sending it to the support centre. You
can also search for answers to your questions yourself within our article database.



You can create new entries into all of the most common registers directly from the desktop,
via the New button. There is also a shortcut key for opening lists, and furthermore, the
toolbar gives you access to both the calendar functions and the settings window. Therefore,
the toolbar offers you quick and easy access to the most commonly used functions at all
times.

The desktop has a fixed toolbar. However, the various module windows within the program,
have toolbars adjusted to match the functions available within that window.

Icon | Function | Description

£ New Sets up an empty register card for creating a new register unit.
T Displays a sortable/searchable list of all created unitsin a
- List register. The arrow on the right gives access to the ten last
edited units.
Reports Shortcut to the report module.

Calendar Shortcut to the calendar.

& (Kl

Common

Shortcut to the common calendar.
calendar

e

Updates the information boxes on the desktop. You can decide
Update whether these should be updated continuously or only when
you click on Update in the desktop user settings.

[

5 | Settings Shortcut to the settings.
Minimises (whites out) the content of the information boxes on
I Minimise | the desktop. To re-instate the content, click on Update or
change the focus area and then go back.
iles. 1
@ Help Opens the help files. Remember that you can also press [F1] to

get specific help for every window.




The focus areas on the left hand side of the desktop, provide quick access to those
functions that have a natural connection with one another. For example, when you select
Contact Management in the left hand menu, the window to the right will display buttons
for the various functions within the module. These are organised in such a way as to
visualise the process flow within the module. Clicking on a button will open the relevant
module window.

T Within the user settings you can select which of the focus areas should be active when
you log in. This allows you to, directly access the functions most frequently used. If you
have set your monitor to a high screen resolution, you will be able to see fixed information
to the right of the desktop for all focus areas that are not websites. Read more about this in
the section 'Desktop user settings'.

The buttons showing the process flow in the main window, act as shortcuts to the various
functions. Which buttons are displayed, depends on your licence and the functions you
have access to.

Below this flow diagram you will find information boxes, buttons/shortcuts to other
functions and a user-defined 'My functions' button containing further shortcuts. You can
decide which information boxes and buttons each focus area should display within this part
of the window.

= you wish you can select to Show buttons for the module instead of focus area in the
left hand menu, within the user settings for the desktop. If you tick this box, the desktop
will display module buttons which take you directly to a module. This is opposed to the
focus area buttons, which take you to a selection of functions. This will make the left hand
menu act as a shortcut directly into a single module.



You can find some of these focus areas on the left-hand side menu on the desktop. Which
buttons you are able to see depends on your product and which functions you have access
to.

i

< Note! Websites require you to be connected to the Internet.

Offers from Mamut

% This button leads you to a page where you can find current offers from Mamut and our
co-partners.

Startup

J Mamut Startup is a complete entrepreneurial program that assists you with planning
and starting up your own business. The program provides you with information and advice
on how to get started with your own business, and in a separate module, offers step-by-
step help for writing a professional business plan. You also have the opportunity to create
your own website including a webshop. Additionally, the program helps you keep an
overview of all your contacts, activities and documents.

Mamut has set up a separate Startup portal which can be accessed directly from within the
program. The Startup portal is an information service, offering you information and advice
that may be useful during and after the establishment of your business.

If you are already a Mamut customer you can order the Mamut Startup guide, a free add-on
product that will give you access to the Business Planner and Startup Portal directly from
within your Mamut program.

Mamut Online Desktop

E ' ]
. Mamut Online Desktop provides you with web based access to information and
functionality from Mamut Business Software along with services included in Mamut One.

i

<« 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.




Mamut Information Desk

m You can find the Mamut Information Desk in the program. This is an optional news
channel that is updated daily via the Internet, with information, news, user tips related to
your program and area of work, and much more. The Mamut Information Desk is displayed
as a focus area in the left-hand menu.
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The Website statistics gives you information, which can be a helpful guide in devising a
website strategy and deciding on the look for your site. The traffic summary provides a
quick overview over the number of visitors for a certain period, total statistics as well as
visitor records. A more detailed statistic can be exported to Microsoft Excel and contains a
detailed summary of visiting numbers for every day. You also get separate statistics for your
website and the webshop.

Mamut Support Centre

.=
ﬁg The Mamut Support Centre allows you to contact our user support department,
through typing in your query and then transferring it to the support centre. You are also
able to search for an answer to your questions by using our article database.

When you create a case for the Mamut Support Centre, you are able to follow its status and
progress. Via an icon on the desktop toolbar, you will also quickly see if any information has
been added to your case.

= you are using a screen resolution that is set to 1024x768 or higher, you can select to
show support news on your desktop as an option in the user settings.



Introduction to Mamut

o]
o
I Clicking on this button will lead you to a short introduction to Mamut. This also

contains information on the options found within the program, a product overview, how to
evaluate the program yourself, as well as contact and order information. Until a licence
agreement has been signed with Mamut, this page will show as default when you start up
the program.

The desktop shows a number of information boxes, containing key information extracted
from your data. By default, there are numerous information boxes that vary depending on
the active focus area.

You can exclude information boxes from being displayed, or can select to show a different
information box instead. For example, if you would like to replace the My Activities
information box under the Contact Management focus area, with another box, you can
click on the downwards arrow in the top-right of the relevant information box, and select
Change information box. Select the information box you would like to display in place of
the current one, from the list that appears.

If you would like to edit the information box in more detail, right-click into it and select
Adjust. In the window that appears, select which information boxes you wish to display
from the list. Please be aware that different focus areas have different amounts of space
available. The Contact Management focus area, for example, offers room for 2 information
boxes. Any changes you make will apply to your own user profile only. Other users can
choose their own settings.

T The user settings allow you to decide whether the information boxes should be updated
when starting up (the window) or when the user clicks on Update. The latter option may be
especially useful for multi-user environments where the network has a lower capacity. Read
more about this in the section 'Desktop user settings'.

The information boxes are limited to 200 items.



When opening a module, a new screen for this module will also open. The windows in the
program are built on the same template for all modules. This makes it easier for you as a
user to become familiar with the different functions available without needing to establish
your bearings from scratch every time you enter a new window.
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At the top of the screen you will find the toolbar. Generally, this contains buttons for
creating new items, deleting items, duplication etc., buttons for going back and forward
within the register, as well as buttons for functions that go hand in hand with the
processing of items. If this involves a process over several steps, the buttons are usually
placed from left to right and activated according to how far you are within the process. An
example of this is the Purchase screen, where the 'Update ledger' function will not be
available until you have registered the receipt of the goods. You can read more below about
the tools in the screen shots.
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Drop-down lists

You will often find drop-down lists to the left of the toolbar. These act as filters and will
limit items to those that fulfil the chosen drop-down list criteria, when moving back and
forth between the items. For example, when selecting Unprocessed order from the drop-
down list in the Sales and Invoicing window, only entry items that fulfil this criteria will be
displayed when you move through the window via the 'Previous' and 'Next' arrows. Read
more about the Status drop-down list below.



Unproceszed batch order
Uniszued credit note
Backorders

Irvaice [not deliv ]
Irvoice

The top half

The top half of the screen contains the screens fixed content. These are the fields, which
will be available regardless of how you move between the screens for the tabs below.

Tabs

A tab is a part of a window. Windows often consist of more information than is possible to
present clearly in a single window. Thus they are often being divided with the help of tabs.
A tab will always have a name, e.g. the Freight tab within the Sales/Invoicing module. In this
tab you can view and add information to do with the freight and delivery of an order.

Tabs contain special functionality that may be relevant to the current item. The first tab is
usually the one that is used the most. In the Sales and Invoicing window for example, this
would be the Product Lines tab, where you enter the products you are going to sell. A tab
may also contain its own separate toolbar line.

List windows

ou may also often prefer to open a module as a list instead of it opening on a
(9 Ji= o Iso oft fer t dul list instead of it openi
specific item page. You can define this in the User Settings where they are available. See
the user settings for Sales and Invoicing, for example.



The Status drop-down list can be found in the upper right hand corner in a number of
modules. The list contains all statuses available in the module in question. The list can thus
be used as a filter that lets you define what is displayed in the window.

it Received
Cancelled
N Process complete

Recipient pays freigh

An item, such as a sales order, a quotation or a time sheet, goes through different stages
and this progression depends on where in the overall process the item is located. These
stages are called Statuses. Each status represents one stage in the overall process so that
you always know how the item should be handled. In some modules, you can change the
status of an item by processing it via the buttons on the toolbar, while other modules
require that you change the status manually by editing the item and selecting a different
status from the drop-down list.

The Status drop-down list in the upper right hand corner of the window indicates the
current status of the item. A sales order, for instance, is automatically assigned to the status
Unprocessed order when it is created and then transferred to the status Invoice when you
invoice the order. By default, the filter follows the status of the item which you are
currently with.

& Tip! In the modules Sales/Invoicing and Time Sheet Input you can define whether or
not you want the filter to follow the status change of the item or if the filter will remain
in the original status when you have processed the item.

# 9 When you open the registration window in most modules, the last changed item
will be displayed. You can use the arrows to browse to other items with the same status. If
you want to locate an item with a different status, simply select the desired status from the
drop-down list and browse for the item.

ZT' In the user settings in some modules you can choose to open a window listing all items
when opening the module. By using the Status list in these list windows, you can filter the
result to only display items with a certain status.



L in many modules in the program, you will find the List button in the toolbar at the top.
Clicking on the button will open a list window with information about the module you are
working in. Examples of modules where you can find the list button are: Contact, Product,
Employee register, Project, Time Sheet Input, Quotation, Sales and Invoicing and Purchase.

In several of the lists there are a number of default buttons that have a similar function,
independent of which module you are in. Not all buttons are available in all lists, and not all
buttons will be activated and available even if they are displayed in the list window.

] New allows you to create new entries.
= Edit allows you to edit the item you have selected.
X Delete allows you to delete the entry.

e By using Selection Off/On you can turn off and on the selection you specified in filter
settings. Read more about Filter.

a Through Filter settings you can apply settings for one or more properties that the
entries will have to be included in the selection.

= Print provides you with the opportunity to print the contents in the list window.
@ Click on the Help button if you are stuck in the program and need help to proceed.

EL*‘ Click Close to close the list window.

Sorting

By clicking on the column headings you can sort the contents in the list window per Name,
Number, ID, Description, Telephone number etc. The column headings in the list are
displayed in bold. In several modules you can decide how the lists are sorted as a default
when opening the list window. You do this through User settings.

Search

At the bottom of the list window you can search by entering search words or numbers. The
search will be carried out based on the sorting criteria you apply. This means that if you sort
by name and start entering the letter S.... the list will display all contacts that start with S,
and as you enter the rest of the word e.g. 'Smith’', the search will stop on the first contact
that starts with 'Smith'.

Status

In several of the list windows you will find one or more drop-down lists where you can
make a selection and set the status. This can be helpful in the product list if you for example
have several hundred products. In the first drop-down list you can select product group and
in the other for example 'Stock item'. This will reduce the contents of the list, improve the
overview and will make it easier for you to locate the product you are looking for.



In most of the modules within Mamut Business Software, you will find the same functions
within the toolbar for editing and navigating. Here is an overview of the most important

functions.
Icon | Function Comment

R New Opens a new, empty registration card where you can create a

new item in the register.
i Shows a sorted, searchable list of all created items in the

'I‘f List register. The arrow to the right gives access to the last ten
edited items.
Saves changes made in the register. If you work with several

E Save windows at the same time, it is important to save your work
when moving between windows.
Reverses all changes you have made in the card since it was

i) Undo
last saved.

w Delete Deletes the item that is open in the register. Notice that you
cannot delete items that are referred to in other modules.
Searches for items in the register with a selection of search

Search

criteria.

T Filter off/on Activates/de-activates the filter set in Filter Settings.
Filter Sets the filter by the items properties. When the filter is

A . activated, only those items with the selected properties will be

- settings . ; ;
available in the register.

[ First Moves to the first item in the register.

4m Previous Moves to the previous item in the register.

(=) Next Moves to the next item in the register.

] | Last Moves to the last item in the register.

= Print Prints various simple reports in the register.

. In most modules, you can set up the format and functionalit

& | Settings ; y P y
according to your preferences.

ﬁl Sort Sorts the register by number or name that you select by using

. the arrow to the right.

@ Hel Opens the help file. Note that you can press [F1] to get help in

o« P each individual window.

[il= | Quit Quits the module and saves entries.

The Desktop has its own fixed toolbar.




The most commonly used functions in the program have been assigned their own shortcut
keys. This enables experienced users to navigate through the program in the fastest and
easiest way possible.

The program supports the default specifications for Microsoft Windows. This means that
you may use the [TAB] key to move to the next field in a screen or [SHIFT]+[TAB] to move
back to the previous field in a screen. Furthermore, you may press the [ENTER] key to
complete a registration. It is also possible to use the [ENTER] key on the numerical keyboard
for this purpose, which you may find useful when entering financial, number based data.
This allows you to enter information quickly and efficiently from the keyboard and many
professional computer users prefer working this way.

List windows

In windows showing a list of items, you can use the arrow keys to move the focus up or
down in the list. Here too, [ENTER] may be used for selection purposes.

Drop-down lists

With drop-down lists, you can use the [SPACE] key to open the list in order to display the
various options. Enter the first letters of the entry you are looking for, so the focus will jump
to the appropriate place, and then use the arrow keys to navigate up and down the list. If
there are several options starting with the same letter, the focus will move along the entries
by repeatedly pressing the key for the letter. You may also enter the entire name you are
looking for. This will take you directly to the entry you are looking for rather than to the
options with the first letter matching. Press the [TAB] key to move on to the next field.

The Main Menu

In the main menu/menu bar at the top of the screen you can activate keyboard shortcuts by
pressing [ALT]. You will see an underscore below one letter for each of the menu bar
options. This letter is the shortcut key for activating the related menu.

Journal Entry

Journal Entry has its own shortcut keys. It is possible to use some of these shortcuts in other
windows.



General shortcuts

Function Keys Description

File Alt +F Opens the File menu

Edit Alt + E Opens the Edit menu

View Alt+V Opens the View menu

Help Alt+H Opens the Help menu

New Ctrl+N New item

Open Ctrl+ O Opens a file/document

Edit Ctrl +E Edits a file/document

Complete Ctrl+U Sets an activity as Complete

Save Ctrl +S Saves an item

Delete Ctrl+D Deletes an item

Print Ctrl + P Prints the item

Undo Ctrl+2 Undoes the last action

Cut Ctrl + X Cuts a highlighted selection

Copy Ctrl +C Copies a highlighted selection

Paste Ctrl+V Pastes a previously cut or copied selection

List Ctrl+L Shows a list of items

search Ctrl + F Lr;i;cirzzt:zrti?:r;earch window, where you enter you

Quit Ctrl +Q Closes the active window

First in list Ctrl + Home Moves to the first item in a list

Previous Ctrl + Page Moves to the previous item in a list
Down

Next Ctrl + Page Up | Moves to the next item in a list

End of list Ctrl + End Moves to the end of a list

Insert Ctrl + Insert Insets an object

dog;: (Iji':t)p- Space Reveals the option in a drop-down list

Help F1 Opens the help files




The Program date is automatically set at each startup and at midnight, and can be retrieved
from the machine date on your computer.

() Program Date 53

Program Date
The Program Date indicates the date being used by the application
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&« Note! The machine date on your computer is not the same as the Program date in the
program, even if it is identical.

You can change the program date manually within the program. This will not have a
consequence for the machine date on your computer.

Select File and Program Date from the main menu.
A calendar screen will open.

When you change the date, select month first and then the year from the drop-down list.
Tip! You can select the month using the arrows, or by clicking on the month to enable the
pop-up menu. To change the year, click year first, and then use the up and down arrows.

Mark the date (new date) by using the mouse.

Click OK.
of

i

S Note! The program date is automatically updated to the machine date on your
computer at midnight (if you don't log out of the program) or when logging into the
program. If you are logged in at midnight, the new program date will be shown in the
title bar (next to the name of your company database), until you log out or open a
different company database.

The week number is retrieved from settings on your computer in the same way. In
Windows the week number is set according to the Control panels Regional and language
settings on your computer. Some regions use irregular week numbers. This means that you
should check the setting and machine date in Windows, as well as the program date in
Mamut Business Software if the week numbers within the program are incorrect.



Several of the most important modules in the program are larger registers containing a
large number of registrations. Each entry is thus registered with its own unique number,
acting as an important reference.

Before you start using the program you can adjust the number series for every register. This
might be useful if you have used a different system previously and would like to continue
with the same number series as before. You can add a First no. up to the point when you
enter the first data into the register. You can then only make changes to the Last used
number. If you add the last used number, the next number in the number series will be
used for the next registration.

Once a number series is in use, only the last used number may be changed.

First-time Startup of the program

During the first time startup you are given the opportunity to make changes to the different
number series. Both the first and last used number may be overwritten at this stage.

How to change a number series

Go to View - Settings - Company. In the Company Settings tab you will find the Number
Series button. Clicking on it opens the Company Settings for Number Series window, where
you can change the first number for contacts or suppliers, for example, by clicking inside
the First no. column and entering your preferred start number. This number may only be
changed to a higher value. Fields that may no longer be changed are marked in red.

Overriding product numbers

When you create a new product or duplicate a product you can overwrite the automatically
assigned product number. The Last used field in the Company Settings for Number Series
will then be updated accordingly.

¥ Note! I you create a 'hole' in the number series in this way, you can fill it by overwriting
product numbers later. However, the Last used field in the number series will
nonetheless remember the highest number that has been used, as you cannot reset the
last used number to a lower value.

Invoice and Credit Note numbers

These two number series should not overlap. By default, invoice number start from 1 and
credit note numbers start from 90,000. If you would like to changes this you should ensure
to leave a suitable 'gap' between the two number series so that they will never overlap.



Number series for journal entries in the Accounting module

These are controlled by a separate setting in the Accounting Settings. You can find out more
about Journal numbering in the introduction manual "Financials, Logistics and Human
Resources".

Number series at the start of a new year

By default, each journal type is given its own number series. Each number series starts
afresh at No.1 every new year unless you override this manually before you start posting
journal entries. Other number series, e.g. Order number, Invoice number and Customer
number will continue where they ended the previous year.

Note for starting a new accounting year: It is important to bear in mind that the invoice
number series, for example, cannot be reset to 1 at the start of a new accounting year. Your
books should never contain two invoices with the same invoice number. Thus the invoice
number series is continuous year on year.



User Settings for the Desktop

The desktop can be adjusted so that you can find the information and shortcuts that match
your program usage for every single focus area.

You can access the user settings for the Desktop by clicking View - Settings - User - Settings
per Module - Desktop.

O User Settings for Desktop John Smith @
Focus Areas To Be Shown On Desktop
Iy Desktop -
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[7] Shaw buttans for the module instead of the facus area in the left-hand menu

[ Ok ] [ Cancel ] [ Help ]

“T' You can also get to the settings by clicking the Settings button directly from the toolbar
on the desktop. For the information boxes and buttons, you are also able to right-click in to
customise a button or to change the user settings for the current focus area.

Select which focus areas to display

Here you select the focus areas you want to have displayed on the desktop. You can only
choose focus areas you have access to and that are included in your licence.

Additional information on desktop at high resolution: Within the user settings, the
desktop offers options for further information if using a high screen resolution (1024x768
and higher). The screen resolution is set within the Windows Control Panel. The selection
you make here in the user settings will show on the right of the desktop for all focus areas.
Information from system supplier also includes the search in the article database on our
home pages.



Select shortcuts to be displayed under the My function button

The content of the desktop depends on your licence, and access rights, as well as any user
settings you may have created, such as selecting not to display certain functions.

Select when to update your desktop's information boxes

The information boxes contain information extracted from the company database, and can
be compared to taking out a report. So that this does not take up too much capacity,
especially in regard to multi-user environments, you can select when information boxes
should be updated. By default, the boxes are updated upon starting up the program. Many
might prefer to steer the updates themselves and thus you can select to update the boxes
only when you click on the Update button in the desktop toolbar. But please remember
that the information will not be updated unless you click on that button, including when
you start up the program.

The information boxes are limited to 200 items.

Match the focus areas for your use - information boxes and
buttons

You are able to select which information boxes to show and which buttons/shortcuts should
be displayed at the bottom of the screen for each focus area. The different focus areas offer
room for various numbers of information boxes and buttons. The maximum number
available is shown in the window.

Read more about how to customise the focus areas below.

Would you prefer to show shortcuts directly in the left-hand
menu?

Show buttons for the module instead of the focus area in the left-hand menu: If you tick the
box here, the desktop will show buttons for modules, instead of the focus areas which offer
a shortcut to a selection of functions. The left-hand menu will then act as a direct shortcut
to the separate modules. You are still able to select which buttons should be shown in the
left-hand menu. These are the buttons you selected under My functions (see above).
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Buttons/shortcuts

Below the information boxes on the desktop you will see a number of buttons. These act as
shortcuts to various registers or functions that are relevant to the active focus area. In the
same way as is possible for the information boxes on the desktop, here too, you are able to
customise which buttons you would like to show. Right-click on a button to replace it with
another one.

Each focus area has room for a fixed number of buttons at the bottom of the window.

My functions

Alongside the shortcut buttons you will also find a button called My functions. This acts as a
list of further shortcuts to other functions. The content of this list is extracted from the user
settings and is the same regardless of the active focus area.

Got to View - Settings - User - Settings per Module - Desktop.

Select the focus areas you want to edit in the list in the top part of the window.
= Click on Edit.
Select the information boxes that should be available in the top half of the window.

Select the buttons that should be available from the bottom half of the window.
=

When you have made changes and saved the settings for the desktop, you can click on the
Update (F5) in the toolbar menu on the desktop to view the changes.

The number of information boxes that can be selected varies for the different focus areas.



You can create your own links on the desktop, which might be links to your own web pages
or to other web pages you visit regularly. These pages will open in your default web
browser. The links are displayed under the My links information box, which you can find
among the information boxes you select for display within the various focus areas.

The My links information box has room for up to 6 links. By default, My links is shown
under the E-Commerce focus area, for those customers with a licence for, and access to this
module.

Select a focus area showing the My links information box. Read more about how you can
customise the desktop in the section 'Customising content for a focus area on the desktop'.

¥ Click on the arrow to the right of the heading and select Enter the links to be displayed
on My Desktop from the drop-down list.
Enter or paste the link into one of the fields.

Click OK.
«



Within the User Settings the Desktop can be customised to display further information if
you are using a high screen resolution (higher than 1024X768). The screen resolution is set
in the Windows control panel. Extra information will be displayed to the right of the
desktop for all Focus areas.

Information from system supplier also includes the search within the article database on
our homepage.

Go to View - Settings - User - Setting per Module - Desktop.
Tick the Information from system supplier box.
Click OK.

Save the settings and close the settings window.

2] click Update in the Desktop toolbar.
~

y Note! The information box only works if you are connected to the Internet.




Other User Settings

The user settings give each user the opportunity to customise the program according to
their needs. Everyone working in the program should therefore be registered as a user.
Which information the user has access to is defined by assigning access control
templates. More information about User Administration and User Access Rights can be
found in the chapter "Administrator". The user can open the user settings from the
toolbar within the individual modules. The user settings can also be accessed via View -
Settings - User.

User name and password

Under User administration you enter the employee's Username and Password that are
used when logging in to the program. Both can be changed if your user access template
allows this.

# Tip! If you have forgotten your password you should contact a user with Full
access/Super user rights in order to get a new password.

Customising modules and company databases

The user settings give you the opportunity to customise all accessible modules
according to your needs. You can also define a default company database, language and
which window should be opened when opening the company database.

More information about the user settings can be found in the chapter "Settings".

You can set up the system so that your most commonly used window starts
automatically when you log in. The setting is found within your User Profile
information. You can either change your own user profile or a system administrator can
change the user profile of every user. This is done via View - Settings - Security - User

administration. Select the user you would like to edit and click Edit =

1. Select View - Settings - User and the Setup tab.

2. Specify the window using the Window when opening company database drop-down
box.
f

@ Tip! You can select to Automatically open the Contact List when opening the
Contact card. This is specified in the User settings for the Contact module. A similar
choice also exists for contact persons. Both of the settings work together with the
automatic opening of the Contact Register/Contact Person window following login.




Chapter 2:
Search and Filter

In this chapter:
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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 on sales@mamut.co.uk or by phone on 0207 153 0900.
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Search

If you want to get hold of a particular unit in a module, which you cannot find using the list,
it may be worth running a search using simple criteria. When searching in the Contact
module, you can also search for information about contact persons if you do not know the
company against which the person in question is registered.

1. Click Search in the module in which you are going to use the function.

O Search
Order nao. 57
Irevaice no. 0 et >
Mex
Customer no. 0 £ Previous
Customer name Startz with Iz‘ Lancel
Reference Starts with lz‘ Help
ultiple criteria Showfist

2. Select Search for, if it is available (applies to the Contact register, where you can select
between Contact, Contact person and both simultaneously).

3. Define the criteria you are searching for. The fields work in the same way as for filter.
If the criterion you are searching for is not available you can click More criteria for access to
all searchable fields.

4. Click Search. A list of all contacts that fulfil the criteria you defined will be shown.

Select one of the contacts and click on Go to...
o

i

& Remember that you can sort the search window by clicking on the heading of the
column you want to sort by.




Selection

% In all modules you can simplify the registration- and retrieving processes by setting a
specific filter. You then set up one or more properties that the units to be included in the

selection are to have.

To be able to make use of the Filter functionality you have to set criteria in one or more of
the fields so that the information you are looking for can be filtered out. The tool searches
across modules and could practically find any information you require if you set the right

search criteria.

(J Filter
DEEH =

==

Contact H Contact Person

Activity | Document ” Order H Advanced

Subject
Status
Resp.

Tvpe

Starts with

[=]
[=]
[=]

Activity no.

Drate of registration
Notes
User-defined field 1
User-defined field 2
Created by

[T Private

Diefault H Product ” Employee | Extended |

[=]

0 Incl 0
Incl.

Containg

Containg

=]

[

i [ LCancel ] [ Help ]

Many of the windows contain drop-down lists that sort items, e.g. based on status. Such
filters are described in separate, relevant chapters. In your daily work it can be important to
find the right contact as quickly as possible.

You can access the filter in different ways:

37 Click the Filter Settings button in the toolbar at the top of the module or in the list you

are working with.

= Click Print in the Reports module. This activates the Filter window.

= Click the printer icon in the module you are working in.

Go to the File menu and select Print.

Click More criteria when undertaking a Search.
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Go to the View menu and select the Contact Filter Wizard.

The appearance of the window will depend on the module for which you are creating the
filter. A common feature is that you can choose between most fields in the module, along
with fields from other integrated modules. You can, for example, use three criteria to find
all the contacts(1) to whom you sold a specific product(2) in the last month(3).

The Contact filter wizard allows you to set up fixed queries that you often run. Each time
you run the filter, you can also choose from several actions for which you are going to use
the selection.

Filter On/Off

When you set filter criteria via the Filter settings you determine that a list, for example,
should only show a certain amount of available entries. Screens that allow you to set filters
thus also contain a button in the toolbar allowing you to disable the filter again so that all
items show.

W This button is called Filter Off/On.

Open the Filter module as described above.
Enter the criteria the relevant fields have to fulfil.
Enter any combination (Boolean) criteria via the Advanced tab.

Click Display Selection to see a list of the units that fulfil the criteria you have set. If the
selection is too broad/narrow you can go back to the Filter window and edit the criteria.

Click Save in the toolbar if you would like to save the filter for repeated future use.

Click OK to activate your selection.
)



You can use Search and Filter to choose from as many fields as there are options for

registering data in the module. Below you will find a description of the various ways in
which you can set criteria.

Tram =
JRE - @

Contact Contact Person Activty Document Order Advanced
Sadyerd Starts with -
Satus R
HAeap. -

Trpe -

elan | Prodact Ervghoyes | Extersind

Aty e, 0 inet 0
Db of regististion | - - I

Hobes Cortaing -
Uses-definad ek | -

Usee e b 2 Contsn:

Created by

Custom fields

Custom fields are open so that you can enter the filter criterion that you want. All these
fields are followed by a drop-down list containing three options:

Starts with: the selection will start with the letter(s) or word(s) you enter in the custom
field.

Contact Name M Starts vith ‘

Exact: the field in the selection corresponds exactly to the letters/words you have entered
in the custom field.

Cantact Mame Furniture: Exact E ‘

Contains: the field in the selection contains the letters/words you enter in the custom field,
but it can also contain other letters/words.

o Pl =]
e
Contact | Contect Person Achnedy Doxasmend O Acksaroed
Contact e T - Cutom
- Sppir

Contact o 0 0 Fartren
Sagples ro 0 bl L]
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Sighm - Lategone
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Drop-down lists

The drop-down lists contain several options, from which you can select one.

From/to fields

In the From/To fields you can make queries from one number (in the field on the left) to
another number. Everything from/to these numbers inclusively will be included in the
selection. If you only want to search for one number, you enter it in both fields. If you only
enter something in the left hand field, the filter will go from this number and to the end of
the register.

Contact Mo, 30| el 3030

Check boxes

By selecting check boxes you can specify the categories the selection is to be part of. You
can select several check boxes at once.

B

[ Partner

[ Private

"1 Head affice

Radio buttons

Radio buttons are similar to check boxes, but you can only select one option.

Search buttons

When you click the search buttons, a window opens with a complete overview of the
data. From this overview you can select the object you wish to put in the current field and
click OK.



Advanced Selection

N

o v kW

In the Advanced tab you can combine several different criteria to set more complex,
logical filters (Boolean). You are free to set up advanced criteria in combination with
fields from the other tabs in the Filter window.

You can set up both linear criteria such as 'A or B', and parenthetical expressions such
as'Aor(BandC)

Open the selection module as described above and select the Advanced tab.

I Click New for each criterion you are going to define for the filter. This opens a
wizard that will guide you through the process.

Click on the plus sign to the left of the module in which the variable is located.
Select the variable for which you are going to set a criterion.
Click Next.

Choose between and/or as the prefix to the criterion, along with the condition to be
fulfilled in the Default tab.

If you wish to start a bracket before or after the criterion, you can do this in the
Extended tab.

Click OK, and the criterion will be added to the list.
o

Repeat the routine for all the criteria that are to make up the requirements for the
selection.

You can find an example of an advanced selection below.

In help (F1), you can find more information about the fields in the Default and
Extended tabs under advanced selection.



You want to view a selection of contacts based in the United Kingdom and which have
the statuses Customer or Near sale.

In help (F1), you can find more information about advanced selections.

1. ¥ Go to View - Contacts - Contact Management and click Filter Settings in the
toolbar.

2. R Click New in the Advanced tab.

3. Click the plus sign (+) to the left of Contact and click the plus sign to the left of Address
in the list that opens. Select Country and click Next.

() Advanced criteria wizard =

Status -
Supplier

Supplier ro.

Telephons

User-defined fields

£ Address
Addhess
Adchess typs
County

County

Town/City

ZipCode

¥ Other Info

5] Settings, customer

¥ Settings, Customer & Suppler Ledger

5] Settings, supplier -

B
B
B
e

Help Next>

4. Since you only want to view contacts with addresses in the UK, regardless of their sales
status, select and as Operator in the Default tab.

() Advanced criteria wizard (=l
Default Extended

Operatar @ and

o

Field Contact Cauntry

Canditions -
Valus United Kingdom =]
[

In the Conditions drop-down list, select "equals" (=) and choose United Kingdom in the
Value drop-down list.
5. Click OK.
wf



1. Click New in the Advanced tab.

2. Click the plus sign (+) to the left of Contact and Status from the list that opens. Click

Next.
3. Click the Extende

d tab since you need the bracket located there. Select the Operator

"and" since the selection will be combined with first criteria (United Kingdom).

4. Select the bracket ( from the drop-down list Opening bracket. This step is required

since this criteria
status (Customer

5. Inthe Conditions
drop-down list.

will be grouped with another, for instance: contact can have the
or Near sale).

drop-down list, select "equals" (=) and choose Customer in the Value

O Acdvanced criteria wizard

Default

Operator

Opening bracket
Field

Conditions
Walue

Closing bracket

Help

EXH)
Extended
@ and
ar
( [=]
Contact Status
- =]
Customer E
[hane] lz‘

6. Select (None) from the drop-down list Closing brackets since the selection criteria is

not yet complete.

7. Click OK.
bl



1. Click New in the Advanced tab.

2. Click the plus sign (+) to the left of Contact and Status from the list that opens. Click
Next.

3. Click the Extended and select the Operator "or" since the criteria should exclude the
previous criteria (contacts with a customer status).

4. Select (None) from the drop-down list Opening brackets since this criteria is a part of
the previous.

5. Inthe Conditions drop-down list, select "equals" (=) and choose Near sale in the Value
drop-down list.

6. Select the bracket ) from the drop-down list Closing bracket to complete the criteria for
customers near sale.

7. Click OK in order to transfer your filter criteria in the Advanced tab, where the two
previous criteria are saved:

() Filter ===
DuFd @
Contact H Contact Person ” Activity H Document H Order | L. Advanced

3o x|

[Jand Gounty = Urited Kingdom o
[ land [ Status = Customer

[ ok | [ cocel | [ Hew |

Tip! You can save the filter for later use. Click Save in the toolbar before the next step
and enter a filter name and description.

8. Click OK.
Ll

y Note! In this example, the Status field was used twice to define two different
statuses. This selection can only be defined using the Advanced tab. If you use the

Status field in the Contact tab, you will only be able to define 1 status.




Through the wizard for contact selection, you are able to set up and store fixed contact
selections that you can run regularly. These can be re-used at a later time to perform
different tasks, for instance to create activities or documents related to contacts or
send e-mail. The contact wizard can thereby save you a lot of time and effort.

If your contacts are organised by, for example, Group or Category, the wizard can be
used as a powerful contact management tool. Read more about organising and
managing contacts in the chapter "Contact Management" in the introduction manual
"Complete CRM, Sales Management and Web Solutions".

You can select between dynamic or static filter. The dynamic filter is further specified in
a window, and is most suitable in cases where you can easily specify the selection
criteria, such as a selection of a specific group of contacts. The static filter can be much
more precise by manually adding or removing contacts/contact persons.

The wizard can be launched from View - Contact Filter Wizard.

q Tip! In help (F1), you can find more information about the contact filter wizard.




4.
5.
6.

In Mamut Business Software, you can print lists displaying contacts created within a

given period of time.

Click File - Print.

Choose the Contact category on the left of the window.

Double click Contact List in the report overview.

() Reports

¢ Favourite

Fr|omX e &s e e

3 System generated reports | Addiess labels, contants 2 colunrs A4 (16 per sheel)

Address labels, contacts 2 columns A4 [8 per sheat)
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14 Last 20
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Document statistics
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2] Project The 20 largest customers
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& Quotation

1 Sales and Invoicing

] Time Sheet Input
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Sendto Freview [+]

Print
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V| Footer
Cover page

Select printer
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contact(s], Tile, Telephone, Mobile, Fax, E-mai

Click the Advanced tab and then the New icon.

Click the plus sign (+) next to Contact.

Scroll down and click the plus sign next to Other Info.

0 Advanced criteria wizard

- Private

- Project

- Project, default
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- Supplier

- Supplier Mo
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7.

8.

10.
11.
12.
13.
14.

Select the option Date created and click Next.

Q Advanced criteria wizard @

EJ Other Info. -
- Bank Account

- Company red. no.

- Created by

- Created from web

- Created from website

- Department

- E-mail

- Inactive

- Last changed by
- Last changed date
- Our ref. 1

- Ourref. 2

- Ourref. 3

- Ourref. 4 i

m

In the Default tab, select and as Operator. Select >= from the drop down list
Conditions. Enter the start date of the selection period.

O Advanced criteria wizard @
Default Extended
Operator @ and
O
Field Contact Date created
Conditions =
Walle 200-0-m

Click OK.

Click the New icon again in the Advanced tab.

Click the plus sign (+) next to Contact.

Scroll down and click the plus sign next to Other Info.
Select the option Date created and click Next.

In the Default tab, select and as Operator. Select <= from the drop down list
Conditions. Enter the end date of the selection period.



Search and Filter

(O Advanced crtermwizmra e g

Default | Extended
Operator @ and
o
Field | Contact,D ate created ‘
Conditions | {= lz”
Wale | 2000502 \

LCancel

15. Click OK. A preview of the report will be displayed.

L You have now printed a report listing customers which have been registered in
Mamut Business Software within the given period.

40



Chapter 3:
Settings

In this chapter:
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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 on sales@mamut.co.uk or by phone on 0207 153 0900.
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Settings

The Settings are what allow you to customise the system to meet your personal
requirements. Within Mamut Business Software all of the central settings for users, the
system and company database along with accounting, security, reports and other settings
are available via a single window.

You can access the main settings window via View - Settings from the menu.

In addition, the settings window is usually accessible from all focus areas via a shortcut in

the menu.

T From the desktop you can click Settings in the toolbar, or use the shortcut [Ctrl + I].

If you have a module open, you will generally find the shortcut to the user settings and in
some instances the company settings within the toolbar.

If you are a System administrator, all the settings will be available via shortcuts in the

Administrator focus area.

(2 Settings
Demo User Settings
| Manage active user profil

Name. password, pinter seftings. deskiop. user profils and
user setlings per module.

Evample Database UK Company Seftings
b Modiy company database settings

module seftings.

Company Settings for Accounting

.1, Accounting settings

i Accounting pear, periods, joumal types. layout of accounts.
Customer & supplier ledgers.

Secuity

Securty settings
& User acoess, user administiation, licence information and

backup settings,

Fieports
_ﬂ Setup reports and addresses
ol Address lapout, report editor and insert logo on reports.

Other Settings
B Common registers and paths to ather programs
"Wg £l P Pprogr

Counry, City and County registers, paths to other programs,
and e-mail and list separator settings.

= Name, address, language, number series, default register, and

==

User

Close:

@ Note!

The information below refers mainly to settings which are common to all modules.
User Settings per Module are described in detail in the chapters concerning the

individual module.

Company Settings per Module are described in detail in the chapters concerning the

individual module.

Accounting Settings are described in the introduction manual "Financials, Logistics and
Human Resources", in the "Accounting" chapter.
Report Settings are described in the chapter "Reports" in this introduction manual.




User

Everyone working in the program should have their own user profile in the User settings.
The User Settings need to be created by a user with system administrator or super user
status, via the View - Settings - Security - User administration. However, later on the
individual user can adjust their own settings if their access rights permit this. The access
rights are determined by the original settings made by the system administrator or super
user.

T The user can open the user settings from the toolbar within the individual modules. The
user settings can also be accessed via View - Settings - User.

Q User Settings for John Smith E = @
d|@ g
User 2
Llzermame dahin Srrith Link to employes John zmith lz‘
Full hame Johin Smith E-mail johns@mail. com D
Password Automatic log on when uzername iz the zame ag in the oper. syst

Verify password

User Access Rights | Settings per Module | Other |

in Desktap Dacument E Y Sales and Invoicing n}iJoumal Entry ﬂ Outlook,
S Contact ﬁ Project - [ Product H T Customer ledger

< Purchase E? T Supplier ledger

Contact Perzon Reports
it
=:'— ] Activity ==t Quotation %ﬁ Time Sheet lnput S/:) Financials

d

Who is the administrator?

The system requires that at least one user is set up with full access/super user status. Full
access/super user is a separate option, but if you are to set up a user with system
administrator status you also assign that user certain access rights. The difference is that a
Super user has access to everything, whereas the system administrator has access to
functions that naturally belong to the work processes associated with system administrator
tasks. A user whose access profile includes Full access/Super user is usually the same
person who has the ultimate administrative responsibility within the system.



User name and password

Under User administration you enter the employee's User name and Password that are
used when logging in to the program. The Password must be entered both into the
Password field and the Confirm Password field. This is to ensure that the password is
correct.

Link to employee

You can link a user to an employee from the Employee Register. If the user is not created as
an employee, you can create a new employee when saving the user details.

E-mail

This is where you enter your e-mail address. This address will later be the sender's address
for all your e-mails sent from the program.

If you have Microsoft Outlook installed on your computer, you can click on the search
button to retrieve your e-mail address from your user account there. The program can also
be synchronised with Outlook. Read more about: e-mail in the chapter "Contact
Management", in the introduction book "Complete CRM, Sales Management and Web
Solutions".

Automatic log on when user name is the same as in operating
system:

Select this option if your Mamut user name is the same as your user name for logging in to
Windows. This way you avoid having to log into Mamut Business Software upon starting the
program.

User Access Rights

The function for assigning user access rights in Mamut Business Software has been
developed bearing in mind that several users are working with the same system. With the
help of the user access rights, the system administrator can ensure that the various users
do not have access to all components of the system, but only those functions they need in
order to complete their work.

Other

Under the Other tab you can enter several more settings which may help to simplify the
startup and usage of your program.



Within the user settings, the tab for User Access Rights, defines the access for each
individual user, based on pre-defined templates or individually defined templates.

User Access Rights | Settings per Module || Other

] Office Fumiture -
@ Full access/Super user

m

Access Template Show contents

User-defined Define access profile Show contents

Full access/Super user: Provides full access to all functions in the program.

Access template: An access template is a setup containing certain user access rights for a
defined selection of program functions. A different access template can be created for
employees working in Sales, Logistics or Accounting, for example. When selecting an access
template you can then also pick the required user access rights for the user. You can select
between default access templates that are included in the program or user-defined ones.
By clicking Show contents, a complete overview of the functions contained in the access
template will be displayed.

There is also an access template for System administrator. This template gives access to the
typical administrating tasks in the system such as changing the backup settings, editing user
access rights etc. You can see the content of every access template by clicking on Show
contents for the chosen template.

User-defined: A user-defined access template defines which functions a specific user should
have access to. The access profile can be defined in the same way as an access template,
but it will not show in the list of access templates. In the wizard for the administration of
user access rights you can base a user-defined access profile on an access template or an
existing access profile.

Company databases: The list of company databases displays all the available company
databases that a user has access to. By clicking Clear all you can remove access to all

company databases except the one you are logged onto. It is also possible to clear the
check-boxes for individual company databases that the user should not have access to.

Read more about user administration and user access rights in the chapter "Administrator".



In Settings per module each user (or system administrator) can adapt and set desired
settings for the various modules within the program.

“T The User settings are also available from each individual module by clicking on the User
Settings button.

Please note that the Company settings you make for the company database, apply to all
users that work in the company database, while User settings only apply to the single user.

The User Settings are explained in more detail within the individual module chapters.

In the Other tab you can select several settings that may help you to simplify startup
procedures and program use.

Default company database: Mark this and select the company database you want from the
drop-down list. The selected company database will open automatically when you log in.

Language: Every user can use the program in his or her Language, if the desired language is
available. Note that the program must be restarted before the settings take effect.

Window when opening company database: Provides direct access to key figures for
logistics, finance, sales or for the selected module when opening the company database.

Open mini-calendar when opening company database: Select this if you want a mini-
calendar to open automatically when you open a company database.

Automatically open project list on opening of the project card: Select this if you want the
project list to open automatically when you open the project card.

Separator: By default an option is selected that ensures the program complies with the
regional settings on the computer. If you want to change the decimal or thousand
separators, you must clear the option to comply with regional settings and select the
desired character from the drop-down list.

Options for Help: Choose whether you want to use the Online or the Offline (integrated)
help. The Online help requires an Internet connection. If you select this option while not
being connected to the Internet, the system will automatically launch Offline help.

Notes: In the Notes field you can enter any free text about the user or the user can add
his/her own notes here.



Company

rE—:Ef In the Company database you register all central information about the company.
Names, addresses and other contact information will be retrieved by creating quotations
and orders and reflects in reports that contain company information. Most of the fields will
be pre-filled for the first time startup wizard of the program or for the wizard for the
creation of a new company database.

CEO: The name of the company's CEO. The field can be used when printing reports.
Country: You cannot change the country once the company database has been created.

Language: It is possible to select a different language from the default language associated
with a country. Please note, however, that the program functionality is based on the
country setting, as are VAT rates and rules, the Chart of Accounts, accounting settings, etc.
If you would like that certain users will be able to use the program in their own language
then this change can be made at user settings level.

The Company Settings tab is where you register information about the company's bank
accounts, company registration number, VAT treatment, currency, VAT rates, and number
series and from where you can manage the default values of the Properties Register.

Under the Settings per Module tab you may enter default settings for the various modules
in the program. The settings you make here will apply to all users of the company database.
The different module settings are explained in more detail in their specific chapters.

In the Notes tab you may enter information about the company.

& Tip! Changes to a number of company settings automatically generate System-created
Activities which contain information about who performed the change and when. Read
more about System-created Activities in the "Administrator" section.




To profit fully from the integration between modules in the program, significant
information is stored in the main database.

Enter Bank accounts and Account no. on invoice along with the settings for VAT no, VAT
and Currency. The integration means this information is stored once and for all, and will be
reused in the other modules and at relevant reports.

If you click the Number verification button you will be able to choose from the drop-down
lists if you want No number verification, Number verification, notify in the event of error
or Number verification, do not allow errors. If you choose the last option, you will not be
permitted to save the changes in the Account information window before a correctly
formatted number has been entered.

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

Enter your company's Company registration number. Enter whether or not your company
is VAT registered and the Currency in which you generally trade.

The drop-down list Include country in the address allows you to decide whether you wish
to include or exclude the country name when showing addresses in the different modules
of the program as well as when printing reports and labels. You also have the possibility to
include the country only if it is different from the company database country.

In addition, by selecting the check box you are able to decide whether you would like to
Display the country code before the post code.

Click on the browse button to the right of the Account no. field to add information
about the account, bank and account owner.



The Account information window is a standard window which is used everywhere in the
program where account numbers are entered. In addition to information about the account
and the bank you can enter information on the account owner name and address.

Account information for your company is entered under the Financial settings button.

I Account information for your contacts is entered in the contact card under the Other
Info. tab.

O Account infarmation @
Country United Kingdam lz‘
N/C | Bank informaticr
Diescription tain &ccount
Sart Code/dccount no 99-76-54 211213456
IBAM BEBOO122
Swift/BIC
Currency GEFP E
BACS code 0123456785
[ o J[ Caneel J[ Heb |

In order to avoid errors when entering IBAN and Bank account numbers, the system has
been equipped with a number verification feature. Verification of numbers can be activated
in the Number verification window, by going to Settings - Company and clicking the
Financial Settings button.

Country: Select to which country the account belongs. Some fields are only available for
certain countries.

¥ Note! Remember to click OK in order to save the information you may have entered

before selecting Country.

You can find more details about account information in the help files.
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ﬂ‘@ The VAT Register is where you can find an overview of all of the VAT codes that are
available in the program.

() VAT code =5
DEX|vT¥| |9 @@
WAT code Description Percent -
1 Sales Standard 20% 20,00
2 Sales Low 5.00 =
3 Sales Zero oo
4 Purchaze Standard 20% 20.00
5 Purchase Low 5.00
E Purchase Zero oo
7 Ewpoits, Goods, EC oo
8 Despatches, Services, EC oo
10 Exports, Goods, HonEC oo
11 Exports, Services, MonEC oo
12 Acquisition, Goods, EC 20% 20.00
13 Annuisition_Gonds FC5 son T
L (33
{ aK ” Lancel ” Help ]

] New: You cannot create your own VAT codes, only edit existing codes.
= Edit: Changes an existing VAT code.

P Delete: You cannot delete VAT codes.

W Filter Off/On: Inactive for this window.

27 Filter Settings: Inactive for this window.

= Print: Prints a list of all codes in the register.

Read more about the VAT register and VAT codes in the VAT section of the Introduction
manual "Financials, Logistics and Human Resources".

o
1“‘@ Editing VAT codes is limited to editing existing codes. In addition, the majority of
settings in the VAT code window will be locked for changes; however, you will find that the
current VAT codes cover most purposes.

=1 You can edit a VAT code by going to the VAT code register, selecting the relevant VAT
code from the list, and then clicking Edit.

f you wish to duplicate a VAT code then simply select the relevant code from the list,
and click New.



) Tip! If your business was not liable to pay VAT previously, you can change this under
View - Settings - Company - Financial Settings. You will then also have to set VAT codes
for accounts in the Chart of Accounts that are liable for taxation.

By editing a VAT code, which controls the position of the code in the list, you can adjust the
order in the list for selections in other modules. This makes it easier to access the VAT codes
you use most often.

The Description may also be changed if you want to indicate more clearly what the
individual code will be used for.

You will find a more detailed explanation of the different fields in the VAT Code window in
the "Settings, Reports and Filters" introduction manual.

Main window
() VAT code [l

VAT code [l . 74l value of sales andE]

Description Sales Standard 20%

Show inJoumal Entiy Show in Sales and Invaicing
Show in Product Show in Purchasing

VAT | Foreign service

[none) @ AT Export

Percent 2000 =

Function Output

Default Sales N/C 4000 Sales =]
Default Puichase N/ nonel
VAT Account Z200YAT on Sales 1. VAT due in this period o[« |
VAT Proportion Mumbers 100,00
Show on Turmover statemenl
[ ok [ Cancet ][ Hep |

VAT Code: Denominates the VAT type's place in the list. By changing the code you can
adjust the order in the list for selections in other modules. This makes it easier to access the
VAT codes you use most often.

Description: Can be changed if you want to indicate more clearly what the individual code
will be used for.

Show in Journal Entry: Whether the code will display as an option in Journal Entry.
Show in Product: Whether the code will be linked to a sales product.
Show in Sales and Invoicing: Whether the code will be used in the Sales/Invoicing module.

Show in Purchasing: Whether the code will be used in the Purchase module.

The VAT tab

The top three fields (None), VAT and Export indicate whether the code is a VAT code or not.
(Export does not have a VAT code, only because it is Export)

Percent: Indicates the percent rate used for calculating VAT. In United Kingdom this is 20%.

Function: Can be Input or Output. Sales are 'Output VAT' and Purchases are 'Input VAT'.



Default Sales N/C: This account will always be credited when invoicing products with this
VAT code. The exception is if a different Sales N/C has been specified particularly for this
product.

Default Purchase N/C: This account is always debited on entering purchases with this VAT
code. If your program version contains Logistics functionality the account can be changed
when posting a purchase. There are also individual settings at product level that will
override the default cost account.

VAT Account: This is the account into which the VAT amount is entered in the balance
sheet.

VAT Proportion Numbers: Are used by companies with operations that are partially VAT
exempt and partially VAT liable. For joint purchases, a percentage distribution is used,
indicating how much of the price of a product is to be included in the VAT calculation.

Show on Turnover statement: This applies to program versions not including Accounting,
where you can extract a turnover statement. Here you choose whether the code is to be
included on the statement.

The Foreign Service tab

() VAT code [zl
VAT code 4] 4.VAT reclaimed in this pe[ = |
Description | Purchase Standard 20%
Show inJoumal Entiy Show in Sales and Invaicing

Show in Product Show in Purchasing

WaT | Foreign service

Foreign service
@ Deductible *) Non-deductible
NI for estimated VAT 0010 Freehold Frope(= ]| 1. VAT due in this pe[= ]
Basis N/C 1 [none) [=] tnone) [=]
Basis N/C 2 [none) [none) [=]
[ ot [ camead J[ Hem |

Foreign Service: If this setting is selected, services purchased from abroad will be tax-
processed. You can read more about this below.

Deductible/Non-deductible: Determines whether taxes paid on services purchased abroad
are to be deducted.

N/C for estimated VAT: This is the N/C under which the tax is entered on the balance sheet.
Basis N/C 1: This is the N/C against which the VAT base for the calculation is entered.

Basis N/C 2: This is the N/C against which the VAT base is balanced (to make the journals
balance).

@ Tip! Amounts entered into an account with a VAT code set as a Foreign service are
always entered as net, even if the option Enter amount without VAT (net) has been
activated in the user settings for journal entry.




The properties register consists of various definable groups, categories, and variables that
are used in one or several components of the program. You can adapt the values in the
register to your own company and routines.

You can enter values for Department, Payment terms, Document types, User-defined fields,
Fixed text on Sales reports, Groups, Categories, Delivery terms, Product groups, Titles,
Currency etc.

The properties register can be found by navigating to View - Settings - Company -
Properties Register.

O Properties Register @

Properties Register
Select an item fom the list, then click
'Edit' ta make changes.

D escription Edit

Activity status o
ctivity lypes

Categam

Category

Credit card

Credit Charging

Currency register

Customer status

Delivery method

Delivery termns

Department for Contact Person
Departments

Document status

Document type

Fired text on notice of debt collection
Fired text, order

Fined test, purchase

Frequency
Ganra

Cloze Help

Select the register that you wish to change and click Edit.
All the options in this register will become available.

Click New to create a new value or Edit to edit an existing value.
~

From several of the drop-down lists in the program you can right click and go directly to the
Properties Register to edit.

Right-click the mouse directly in the drop-down list you wish to change.

Select Change in Properties register from the shortcut menu.
=



Several of the most important modules in the program are larger registers containing a
large number of registrations. Each entry is thus registered with its own unique number,
acting as an important reference.

O Company Settings for Number Series @

Settings
“Y'ou can administer the number sefies used in the system here. Numbers marked in
red cannot be edited.

Description First no. Last used

Contact

Credit Mate 0001
Interest note 1]
Invoice 17
Order 126

Product

Purchaze arder/purchase
Quotation

Supplier

100075
20008
22
10023

Ee™) [ Conesl | [ Hen |

Description: This column shows which registers contain number series that you can control.
Note that the number series for journals are controlled from the Accounting Settings.

First no.: Shows the first (lowest) number in the series.
Last used: Shows the highest number in use or the last used number.
Numbers that cannot be changed are highlighted in red.

You can find out more about number series in the program in the chapter "Getting to know
the Program".

See the chapter "Accounting" in the "Financials, Logistics and Human Resources"
introduction manual for more information on journal numbering.



Security Settings

In the Security settings window you have access to all the settings that apply to users, user
permissions and security in the program.

Q Security @

Uzer Administration

| Add new users, delete existing users and
ﬁ administer user infarmation.
User Administration

[ Baze on when creating new users

User Access Rights
@l Create, edit. delete or link uzers to access templates
i

-—

tanage Access Templates

Obtain a lizt of pour licences for the main product and
additional products. Check which computers are registered

s
"“._J in the database.

Licence

tdanage licence Information
Backup
I ! Backup settings, target folder and schedule
Settings

User Administration

Here you can create new users, specify settings and administer access for users. You can
also choose to create new users based on existing ones by copying the default settings of
the user you are basing the new one on. This can easily be done be checking Base on when
creating new users and selecting the employee you want to base on from the drop-down
list.

Manage Access Templates

An access template is a set of permissions that applies to all users linked to the access
template. Here you can specify important security settings for controlling access to the
database. You will be able to create new access templates, edit and delete access templates
that you created yourself and link users to an access template. Each user can only be linked
to one access template. The Super user can export the user access rights to Excel for a
detailed overview over the access rights for every single user.

Manage Licence Information

Lists your licences and allows you to administer who will have access to additional products.
You also see an overview of which computers in the network the program is installed on.



Settings

You define settings for automatic backup here.
g Note! 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.

Who is the system administrator?

The systems requires that at least one user is created with Full access/Super user status in
his/her user profile. When selecting Full access/Super user you do so as a separate choice.
However, when as system administrator you then create users later on, you need to assign
the user an access template. Thus, the difference is that a Super user has access to all
components of the program while the system administrator has access to functions that
naturally form part of system administrator tasks.

More information

You can find out more about these functions in the Administrator section of the "Settings,
Reports and Filters" introduction manual.


http://www.mamut.co.uk/onlinebackup�

Other Settings

Under Other settings in the main Settings window you will find common registers and
paths to other programs (e.g. Microsoft Office).

In the Country register, you can specify the registration method for recording addresses
and codes in different countries.

Q(fountry @
MEXIvVF @R

Country -

[Other country]

Afghanistan

Albania

Algeria

American Samoa

Andona

Angola

Anguilla

Antigua and Barbuda -

| ar | | Lancel | | Help |

=i you need to make changes for a country you can mark the country in the list and
click Edit.

i you need to add a country, click New.

Q Country Settings @
Unigue no. o

Mame Monway

Countiy code MO

Mo, of characters in postcode 4

Address Setup Fastcode, City. |z|

EU
Address Setup
| [0]4 | | LCancel | | Help |

You can then change Name, Country code, No. of characters in Post code and decide
Address setup. Select the check box EU if the country is a member state.

If you click the Address Setup button, you can define how set up of Addresses, contact
name and contact person is displayed in all reports. Read more about address setup in
the chapter "Reports".



City Register

In the City Register you can create and enter postcodes and cities when you need.

1. Go to View - Settings - Other Settings - City register.

2. Click New to register a new postcode or City.

The settings window for Town/City opens.
Enter the new Postcode, Town/City and Country.
4. Click OK.

o

& Tip! If you want to display the country code before the postal code, select the
setting Display country code before the postcode under Company Settings -
Financial Settings.




You select the settings for Microsoft® Office® programs that are integrated with Mamut
Business Software in the Other programs settings window under View - Settings -
Other Settings - Other programs. You can also select the settings Telephone/Fax, E-
mail and List separator here.

Installed Programs

Displays the programs you have installed which are integrated with your Mamut
program. If the information displayed is not consistent with what is actually installed on
your workstation, you can click Search to update the information. Alternatively you can
double click the relevant line and make changes manually.

() Other Programs =
Seltings
This window shows pou which programs on the computer your program can cornect to, the
path to your document directory and the computer settings for e-mal and fax
Installed programs Other Settings ‘
Q&
Language MNarme Version -
English (UK} MicrosoftWard 12
English (UK} Microsoft Qutlook 12
Server ANDE M amut
System SystemDIN5
Document directory C:A\Users\Publich Public: Mamuts amut@3085D atahSys Edit
( (T4 | Cancel [ Hen |

Server: Displays the server name and instance.
System: Displays the system database on the SQL Server.

Read more about the database in the chapter "Administrator" within the introduction
book "Settings, Reports and Filters".

Document directory: Displays the location to the document directory for Mamut
Business Software. Files that are not a part of the database are saved in the document
directory, for example word documents, PDF and more. The location is decided in
connection with the first time startup of the program. The document directory must be
shared within the network if you have installed a multi-user installation. Furthermore,
the document directory can be placed in a different location to the database.

Edit: You can change the document directory by writing in a new file path here. The
documents will then be copied to the new area and the system will then save new and
edited documents to this area.

¥ Note! In a multi-user environment you must ensure that no other users are logged
on when you change the file path. In addition, you must ensure that you have the
access rights of a Super user in order to be able to move the document directory.




Other Settings
O Other Pragrams @

Settings

Thiz windaw shows you which programs on the computer your program can connect to, the
path to your document directory and the computer zettings for e-mail and fax

Installed programs Other Settings
Fax
Prirer driver for fax | |
To access an outside line, dial

Telephone

FITARI Skype

To access an outside line, dial
E-mail
V| & AP -bazed program has been installed
| Use Rich Text Format [ATF] when editing e-mail

List separator

ek | Cancel [ Hep |

Telephone/Fax: Here you can select the fax printer driver and register a number to get
an outside line if necessary. The printer driver selected will be used when printing to a
fax. In order to fax documents directly from the program, you must install WinFax.

TAPI: If you have a TAPI 3.0 or higher driver installed on the PC, you will be able to
select this option to use TAPI and call out directly from Mamut. You can also select the
Skype program for telephone calls directly from the program. To find out more about
Skype integration see the help files. In order to use the program's TAPI-functionality,
you must first activate your computer’s Telephony’ service. You can activate this
function by opening the Windows® Explorer® and right-clicking My Computer - Manage
- Services and Applications - Services (in Windows XP®) or Computer - Manage -
Services and Applications - Services (in Windows 7°).

E-mail: Select this is you have a MAPI based E-mail program installed. Also select this if
you want to use Rich Text Format (RTF) when editing E-mails you create using Mamut.

List separator: You can change the list separator here. It is important that the list
separator in Mamut is the same as the one specified in the regional settings in
Windows. If this is not the case, problems will arise when, for example, you merge
documents.



Chapter 4:
Administrator

In this chapter:
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e
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 on sales@mamut.co.uk or by phone on 0207 153 0900.



http://www.mamut.com/uk/functionality�

The Database

Microsoft® SQL Server® Database

Mamut Business Software is based on the Microsoft® SQL Server database. The Mamut
Business Software installer will detect any previous Microsoft SQL Server installations
automatically. Microsoft SQL Server will be installed if no previous installations are
detected.

If you choose the default single-user installation, the program will only be used on one
computer; this computer will act as the database server.

If you choose a multi-user installation, one of the computers within the network will act as
the database server. If no previous installation can be detected on this server, the Microsoft
SQL Server will be installed.

If you choose a client installation - through which you connect to a database server already
available within the network - you will not be required to install Microsoft SQL Server when
installing the Mamut Business Software program files.
y Note! You should avoid changing the name of the computer containing the SQL Server
database since this may create problems for other programs using SQL Server.

Instance

A database server can have several different instances. When installing Mamut Business
Software, MAMUT will be suggested as the default instance name. You can enter a different
instance name if you already have access to an existing instance for example. In order to get
a full overview of the systemes, it is recommended that you create your own instance for the
Mamut Business Software database.

The database server name will often consist of the server name plus the instance name. An
example of a database server can be: SERVERNAME\MAMUT.

i

¢ Note! Instance name is only required if you will be running several SQL Servers on the
same computer.

An instance can contain one or several databases. The Mamut Business Software database
consists of one system database and one or several company databases.



System Database

The program's database consists of company database files and system files. The company
database files contain data relevant to the various company databases, while the system
files contain data which is shared by all company databases. Shared information can, for
example, include information about users and access information.

& Tip! Information about the server name, instance and system database is stored in the
settings under View - Settings - Other Settings - Other Programs.

Company Database

A company database represents one business or part of a business. Where book-keeping
agencies refer to 'clients', other users handling several companies may view one company
database as one company/organisation. It is possible to manage several company databases
in a single program installation. The maximum number of company databases is determined
by your licence.

Security

The SQL Server installed with Mamut Business Software uses SQL Authentication by default.
The system administrator can differentiate between the users' database access in the SQL
Server.

Database Maintenance

Maintenance tasks such as repairing, re-indexing, or compressing the database are
performed using a separate application called DataTools. DataTools is a tool for database
administration, and supports the most common administrative tools for the SQL Server-
based databases. The application is automatically installed with the installation of Mamut
Business Software and it can be launched by double-clicking the file MDataTools.exe. This is
located in the DataTools folder, where the Mamut Business Software program files were
installed. You can find the location of the program files by navigating to File - Database
Utilities - Go to the System's Program Folder within Mamut Business Software.

In addition to maintenance tasks, you are also able to create and restore backup copies
using DataTools. More information can be found within the DataTools help files.

Performance

The Mircosoft SQL Server has its own limitations which are handled by Microsoft. You can
upgrade to a larger version of the SQL Server database software or install a larger version
side by side of Microsoft® SQL Server® Express. Read more about this on our website.

Complete and updated system recommendations can be found here:
www.mamut.co.uk/system



http://www.mamut.co.uk/system�

A company database within Mamut represents one accounting set/one unit. Accounting
firms often refer to this as 'clients', whereas a company database for others, handling
several companies, means one company/business. You can have several company
databases in a single installation of the program. The maximum number of available
company databases depends on your program licence.

When starting the program for the first time, you will be guided through a wizard that will
help with the most important settings required to get started. A number of settings are set
by default. Much of the core data is already included and you can select to use some of this
data, e.g. you can choose to apply the chart(s) of accounts that come with the program.

Later on, you can create more company databases. When you do so, you will be able to
select whether you want to 'take information with you' from another company database.
This will help you save time adjusting the settings for the new company database. You can
also select to copy contacts and other information to the new database.

It is possible to create a new company database on a work station within a multi-user
environment; this can take a long time. If you may are running Windows XP with
Servicepack 2, it is recommended that you create new company databases on the server
machine.

When you create a new company database, you may also select to do so with the help of a
wizard.



Once you have logged into the system, the Company database list will be displayed. Here
you can select which Company database you will work in. The list displays the Alias name
for each company database in your installation. Double-click a line in the list to open the
relevant company database.

O List of Campany Databases &3
1 X|@ g

Alias

E zample D

Furniture Ci
Sofa City

Example D atabaze UK

A company database is registered with an Alias name. This is meant to be a short name for
the Company database, and is used when you log on and select which Company database to
work in. The Alias name can be changed. The name should not include special characters,
spacing, full stops etc. The Alias name will be shown in the title line at the top of program
window when you are logged on.

] Create a New company database by clicking New.

X If you delete a company database all the data stored in it will be lost.

If you wish to switch from one company database to another, you can select File - Open
Company database.

# Tip! You can select a Default Company Database in the user settings. This saves you
having to select a company database for opening in this window every time you login.




A Company database in Mamut represents one account/one unit. Accounting firms usually
refer to 'Clients', while for others who handle several companies; a database is the
equivalent of firms/companies. You can have several company databases in each Mamut
installation. The maximum number is limited by your licence.

You can have several company databases in a single installation of the program. At the first
time startup you are asked to create a company database. Later on you can always create
more company databases.

Creating a new Company database during the first time startup

As part of the first time startup wizard you will be offered help with setting up a Company
database. The first step of the wizard is to enter all Company Settings.

Creating a new company database in an existing installation

When you create a new company database you can select to copy information from
another database in your installation. The information you bring with you includes, the
Product Register, the Chart of Accounts, and the Employee register, for example. This
allows you to save the time it takes to create/edit these from scratch, if they are similar or
almost similar for the various companies.

Log into the program and select File - New Company database. You can also click New in
the window named List of Company databases. This window will open after you have
entered the user name and password.

Enter an Alias name. A company database is registered under an Alias name. This is meant
to be a short name for the company database that you use when you log on and are
selecting which company database to work in. The alias name can be changed and should
not include special symbols, spacing, full stops etc.

Select New company database from the list of options. This will initiate a wizard that will
guide you through the most vital settings.

Select whether you wish to make use of the wizard or not. If you decide not to work with
the wizard, you should only register your Company settings before the company database is
being created. You need to enter the Accounting Year, First month of the accounting year,
the number of VAT periods and the company's VAT no.

If you are working with the wizard, you will need to enter you Company Settings first. .
of



Log into the program and go to File - New Company database. Alternatively, you can click
New in the Company database list that opens after you have entered you user name and
password.

Enter an Alias name. A company database is registered under an Alias name. This is meant
to be a short name for the company database that you use when you log on and are
selecting which company database to work in. The alias name can be changed and should
not include special symbols, spacing, full stops etc.

Tick the box for Copy information from an existing company database if you would like to
base your new company database on information retrieved from an existing company
database.

Select which company database to base your new company database on. First, select the
company database. Next, select which registers should be copied to the new company
database.

Click OK.
o

If you have just started/installed, and have not registered any data within Mamut that you
would like to keep, you can cut out numerous folders from the Data folder. This way you
delete everything that has been stored, allowing you to start over.

g Note! This procedure deletes all data stored in your database. Therefore it should only
be used if you do not wish to keep any of the data. The advantage of this method is that
you can start working with an empty database without having to go through the
installation process again. The procedure does not remove all files installed by the
program.

Close the program.
Open the Windows Explorer.
Find the location of the data folder.

From version 12.1, the data folder is usually located here:
Windows XP®: C:\Documents and settings\All Users\PublicMamut\Mamut
Windows Vista® and Windows 79: C:\Users\Public\Public Mamut\Mamut



The update will not change the location of Data folders installed for versions prior to
version 12.1. Only the mamut.ini file will be moved if you are updating from a version older
than version 12.1.

Delete the Mamut folder.

Start the program.
wf

Uninstalling the program

Use the Windows Add/Remove Programs tool, located in the Control Panel, if you wish to
remove the entire program. You can also use the install application on the DVD. The
procedure outlined above should only be used if you want to restart the program without
any data.

There are a number of database utilities to help you manage the program. Some of these
are password protected, in order to protect your system from unauthorized use, among
other reasons. Others have been created purely for use by the Mamut Support Centre or
authorised retailers.

The utilities can be found under File - Database Utilities.

In help (F1), you can find more information about the database utilities.

Example Database

Install a new company database containing sample data.

Edit posted invoices and journals

Opens a window for editing posted invoices and journals. You are required to authenticate
yourself to use this functionality and will not be able to access it if you are not set as a
Super user or have not activated it within the Company Settings for Sales and Invoicing.

System Information (Microsoft Info)

Displays system information if Microsoft Info has been installed on the computer.

Go to the System's Program Folder

Opens the folder containing the system's program files in Windows® Explorer.



Go to the System's Data Files

Opens the folder containing the system's data files in Windows® Explorer.

Go to the Company Database's Document Directory

Opens the folder containing the system's company database files in Windows® Explorer.
Read more about the document directory .

Go to the System's System Data Files

Opens the folder containing the system's system data files in Windows® Explorer.

For Support

This contains the functions that are for use by the Mamut Support Centre only.

Translate system tables

This tool translates the language in the system tables to the operating language. This may
become useful when you have changed the language of your program installation.

Download system files

Every now and then the software provider offers a system update which is available for
download via the Internet. To update, use the database utility Download system files.
Please note that this function is only available to the system administrator/super user. Read
more about updates .

Company Handling

Company handling helps you create accounts within your Chart of Accounts for several
company databases/clients at once. This may be particularly useful if you have a number of
company databases with identical or very similar Charts of Accounts. Read more about
company handling in the section on Chart of Accounts in the introduction manual
"Financials, Logistics and Human Resources".



Division of Files

The program's database consists of company database files and system files. The company
database files contain data relevant for the various company databases, while the system
files contain data which is shared by all company databases. Shared information can, for
example, include information about user and access information.

The program files are divided so that files created or changed, when installing and updating
the system, are saved to a separate location. In Windows Vista® and Windows 78, files
saved to C:\Program Files can only be created or changed by using Windows® Installer.

Files which are meant to be created or changed by the user are saved to a location to which
the user(s) have access. Managing user access is the responsibility of the system
administrator, externally to the program, which means that it is the system administrator's
responsibility to allocate the relevant user access when installing a multi-user version of the
program.

Default File Location when Installing

You can install the program files anywhere you like, however the default file path is:
Program files:

Windows XP® and Windows Vista®: C:\Program Files\Mamut.

Windows 7®: C:\Program Files (x86)\Mamut.

Document files and mamut.ini:

Windows XP®: C:\Documents and settings\All Users\Public Mamut\Mamut.
Windows Vista® and Windows 7®: C:\Users\Public\Public Mamut\Mamut.

Each system database gets its own area, system0001, system0002 etc. In a multi-user
installation the user must provide a network path during the installation/update. The
location needs to have shared access for all users. We advise you to use the structure
\Public Mamut\Mamut.

System and Client Databases:
Windows XP® C:\Documents and settings\All Users\Public Mamut\Databases.
Windows Vista® and Windows 7® C:\Users\Public\Public Mamut\Databases.

& Tip! The system administrator can override the location of the database files by defining
an "Environment Variable" in Windows command prompt: SET
MamutDatabaselLocation=c:\databases (example). Users must then be given access to
the area.

C:\ represents your computer's hard drive.



@ Tip! You can easily access the file locations from Mamut Business Software. Within the
program, navigate to File - Database utilities. Here you will find links to the system's
program files, data files and system files along with the document directory of the
active company database.

Installation

New installation: When installing for the first time, the program will suggest C:\Program
Files as the location for the program files. The suggested location of the Library folder and
the mamut.ini file is described above in the section "Default File Location when Installing".

If you choose to install the program files to another location, the structure of the data area
will mirror the structure of the program files.

Updating: When updating, the new program files are installed to the file path you specified
during installation. The Library folder and the file mamut.ini are installed to the location as
described above in the section "Default File Location when Installing".

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

Mamut API is a supplementary product to Mamut Business Software, which makes it
possible to export information from and enter information into the Mamut systems without
using Mamut’s normal user interface.

APl integrators will receive the relevant APl documentation.



Backup

Backup Wizard
Backup Wizard
This wizard helps vou to create a backup of all vour data.
|
|e
-+
A—.
Help [ Mext = ] I Cancel I

The importance of creating a backup can never be emphasised enough. Sadly, the
importance of backing up your work is something which becomes apparent when it is too
late, for instance when a computer crashes or is stolen. If you do not have a backup copy,
all your work will be lost and you will have to start over again. The user, or your IT
department is responsible for implementing routines for regular backup of your data.

Frequency

The frequency of backup depends on how often the program is run, and the way the
program is used. As a general rule, you should perform a backup every time you have
worked in the program. By default, you will be asked whether or not you want to
automatically create a backup every time you shut down Mamut. If you answer Yes to this
question, you will always have an updated backup available.

¥ Note! If you are not prompted about whether or not to create a backup when exiting

the program, this may be because your backup settings have been changed.

In the event of a system crash, it will be time-consuming and difficult to reconstruct the
database. Therefore, for frequent program use we recommend that backups are taken
daily. You can customise backups in accordance with your own requirements and storage
possibilities. Backup copies can be made for one or more company databases at a time, and
can be split into smaller files for storing media with limited space.

It is possible to create User access rights so that only a few select users can create backups.



Storing backups

Backups can be taken to the hard drive, a shared folder in the network, or to an external
media such as USB pen drives, Zip drives or similar. We recommend that you store at least
one complete backup in a separate location from the computer using the program, in case
the computer is damaged or stolen.

Password protected backup copies

You can restrict access to your backup copies by using a password. Please note that you
must remember the password in order to restore the data. Please be aware that Mamut
Support Centre will not be able to help you to re-obtain the password.

Restoring backups

Backups are restored with the help of a wizard. Program data is then overwritten with the
data from the backup so that your company database is restored to the state it was in when
you originally created the backup. If you have registered any data in the program since, it
will be lost.

About the database

The database program consists of company database files and system files. Company
database files contain data for the different company databases, while the system files
contain data common to all company databases. An example for system files are user
information and user access rights.

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! More information can be found online:
www.mamut.co.uk/onlinebackup. 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 programs own function for this in a secure manner.
Read more about the service at www.mamut.co.uk/onlinebackup.

You can choose which type of backup you would like to create. The standard
(recommended) backup type is pre-selected when launching the Backup Wizard. If you are
in need of a more advanced backup, you are free to choose one of the other alternatives. If
your program licence includes accounting functionality, you will also be able to create
backups which can be sent to your accountant for review.


http://www.mamut.co.uk/onlinebackup�
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Standard backup

Standard backup creates a backup copy of all company databases, documents and system
files. This alternative is set as a default backup since it creates a backup of all data.

Backup Wizard

Select type of backup
Select the bype of backup copy you want to use

EI\

Select type of backup

@ Standard [recommended]
The Standard Backup Copy backs up all company databases, documents and system Files,

! Advanced
Customised Backup. Choose which campany databases you want to backup. You can also
choose ko include documents and system files,

' Backup to accountant
Select which company database you want to backup and send to your accountant.

I < Back I [ Mext = ] I Cancel

Advanced backup

The purpose of creating advanced backup can vary. It provides the opportunity to separate
company databases, as well as excluding some data. Through advanced backup you are able
to select which company databases the backup should include, and whether the backup
should contain system files and/or documents and pictures.

v Note! Backup without system files must be the same version as the program in order to
be restored.

Backup Wizard

-

L

1=

Do you want to take a backup of the entire system. or just the

@ The entire system
) Parts of the system

Databases System files
[7] Furriture Ciey Include documents and
images

Update

Select al

Select none

All users must be logged out of the databases yau want
to backup

< Back I [ Mexk = ] I Cancel




By excluding unnecessary information that is not required in the backup, the backup
process will be quicker and the backup copy will be smaller and take up less space.

i

< Note! It is recommended that the routine backup should include all data.

Backup copy to accountant

This is only available if you have an Accounting program included in your licence. If you
want to send a copy to your accountant or others, you can tailor backups to suit your
specific needs. The selection gives you the opportunity to choose which company database
the backup should include.

Backup Wizard
i -
Select which backup copy you want to send to your accountant L I
Select one database
Databases Users Logged In Update

Furniture City _

All users must be logged out of the databases you want to
backup

[ < Back ] [ ek = ] [ Cancel ]

General information about System Files

The database program consists of company database files and system files. Company
database files contain data for the different company databases, while the system files
contain data common to all company databases. An example of system files, include user
information and user access rights.

Backup copies with system files can be of the same or lower program version number than
the one which is installed. Backup copies with system files of a lower version number will be
updated automatically when they are restored.

Backup copies without system files, must be of the same program version number in order
to be restored. This type of backup contains less data and is therefore quicker to
create/restore.



If you need to send a backup copy of one or several of your company databases to your
accountant, select this alternative in the backup wizard.

You will be given the opportunity to select the company database that you want to create a
backup copy for. It is not possible to create a backup copy of multiple company databases
at the same time when you make a backup for your accountant. If you wish to create a
backup copy for more than one company database, you will have to go through the wizard
for each company database.

Since backup copies intended for accountants, do not contain system files, you and your
accountant must have the same program version. If you have different versions, you will
not be able to exchange data in the form of backup copies. The version number can be
found under Help - About.

i

& Note! You cannot continue working in the company database when it is being reviewed
by your accountant. You must wait until your accountant has finished updating the
database and returned the files to you - in the form of a new backup copy - before you
can enter new data.

1. Go to File - Backup - Create backup and click Next.

2. Select which backup type you wish to create (Standard in this example) and click Next.

Backup Wizard

Select type of backup
Select the bype of backup copy you wank to use

f.'\

Select type of backup

@ Standard [recommended)
The Standard Backup Copy backs up all company databases, dacuments and system Files.

Advanced
Custamised Backup, Choose which company databases you want to backup, You can also
choose tainclude documents and system files,

Backup to accountant
Select which company database you want to backup and send to your accountant.

Help ‘ = Back | l Next = ] | Cancel ‘

3. Enter a Description of the backup if you do not want to use the default description.




Backup Wizard

-
Wiite a description of the file name \
Write a description of the file name for your backup copy, IF wou wish, you can

also password protect the backup copy.

arne C:iUsersiPubliciPublic MamutlMamut8301Datal System0 15, 7

Descripkion Thursday August &

Pratect the backup with password

4

Help [ <gadk | [ Mext> | [ concal

Name: A file path and name will be suggested based on the backup settings. You can
override the file path by clicking on the search button and then entering the file path of
your choice. The file path can also be a network file path, for example:
\\SERVERNAME\DATA\System001\Backup\<filename>.mbsb.

You can select the option Protect the backup with a password. However, if you select this
option, you must enter the password when you want to restore the backup.

Click Next to create the backup.

Detailed information about the backup will be displayed when the backup has been

created.

Click Finish to complete the process.

Backup Wizard

Backup Wizard
Backup has been successfully completed.

Details

Pathto backup:  CiiUsers\Public\Public Mamut
iMamuta3011DatalSystem0018\BackupiBackup
2010.08,05 09_23.mbsh

Description: Thursday August &

Backup Duration: 33 seconds
User:  John Smith

Serveri: WILL
Instance: MAMUT

Al databasesin:  SystemO01S, Furniture City

=
relo
o
¥

amount of data.

< Note! Creating backups may take some time, especially if the database contains a large




There are several things you should keep in mind when restoring a backup copy via the
wizard. You should be aware that the data in the program will be overwritten by the
backup data. This means that if you restore a backup copy created a week ago, the data you
have entered since the backup was created will be lost.

In order to restore a backup, the program files in the system where the backup will be
restored, must be of the same version as the program files in the system where the backup
was created. However, it is possible to restore an old backup containing system files onto a
more recent program version. Please note that doing so will update the data and make it
impossible to restore it on the original computer.

It is also possible to restore a backup during the installation, in the wizard for first-time
startup, if you for example are moving the program to another computer. This will close the
wizard and opens the wizard to restore the backup.

g Note! It is not possible to restore a backup created in version 11 of Mamut Business

Software using Mamut Business Software version 15.0.

When restoring backup copies, you have two alternatives:

Restore an existing backup of your database/program

If you wish to restore a backup which has been created in your program, or on a computer
connected to the same database as yours, choose to restore an existing backup. A list of
available backups will be displayed. Choose which backup you wish to restore.

Select the backup you wish to restore or if the backup is located elsewhere in the system,
select External Backup and browse for the backup.

Restore an external backup

Select this option if you want to restore a backup which has not been created in your
program or within your network. Enter the file path, or click Browse, to locate the folder
containing the backup. The option could be used, for instance, if you want to restore a
backup which has been reviewed by your accountant and returned as an e-mail attachment.
In that case, you must first save the file on your computer and then locate the file using the
Browse button.

i

< Note! When restoring a backup, all information entered into the program since the
backup was created will be overridden. In other words, your system will revert to the
point in time when the backup was created.




u

© Note! Backups that do not include system files must be of the same version as the
program in order to be restored. Read more about this above.

Select File - Backup - Restore backup and click Next.

Select Previous backup copy and choose which of the backup copies you would like to
restore.
Enter your password if you have protected the backup with a password.

Click Next.

Information about the backup is displayed in the information window. Ensure that the
information is correct and click Next.

Read the Important Information and select | have read and understood the information
above before clicking Next.
of

Select File - Backup - Restore backup and click Next.

Select External backup. Enter the file path to the backup. You can either enter the path
directly or click Browse to load the backup copy.
Enter your password if you have protected the backup with a password.

Click Next.

Information about the backup is displayed in the information window. Make sure the
information is correct and click Next.

Read the Important Information and select | have read and understood the above warning
before clicking Next.
o

u

< Note! The program will close automatically when restoring a backup. Start the program
when the restore wizard has been completed.




Within the backup settings you can specify a default location to which the backups will be
saved. You can also specify when automatic backups are to be carried out and when old
autogenerated backups should be removed.

Default settings

Default path to backup copy: This is where you define the directory that the program will
use during automatic backup and what the program is to suggest during standard backup.
You can either enter the path directly in the field or click the Select folder button to specify
one.

The system asks if you would like to create the folder you state, if it does not already exist.

(2 settings =
Default settings

Defaul path to backup
C:\JsershPublichPublic MamutM armuthD atahSpstern00024B ackuph |:|

Automatic backup
Autornatic backup when program is closed
Every time the program iz closed [last user logs off] |z|

| Prompt whether automatic backup is to be perfarmed
V| Include dacuments and pictures

Remove old autogenerated backups

Upaon closing the program E‘
Mumber of backups to keep
1
Femaove backups when amount reaches or excesds
5

| Ok || Lancel || Help |

Above: Example of a local file path.
O Settings @

Default settings

Default path to backup
SERVERNAME \MamuthDatahS ystem00025E ackuph \:|

Automatic backup
Automatic backup when program is closed
Every time the program is closed [last user lags off] |Z|

V| Prompt whether automatic backup is to be performed
¥ Include documents and pictures

Remove old autogenerated backups

Upon closing the pragram E‘

Mumber of backups to keep
1

Femove backups when amount reaches or exceeds
5

| ag | | Lancel | | Help |

Above: Example of a network file path.



Automatic backup
i

¥ 2Note! Automatic backup means that the system will backup your system when the last
user has logged out of the program. If one or more users remain logged in, no backup
will be created. The timing of the backup is based on dates, which means that if you
select "Every day", a new backup copy will be created when the last user has logged out
and the latest backup copy was created at an earlier date. Click View - Settings -
Security - User Administration to open a list of users who are logged in.

Automatic backup when closing the program: This is where you can define whether an
automatic backup should be taken when you close the program. Automatic backups are
only performed when closing the program. If, for example, you have set the backup to be
taken once a week, the system will suggest creating the backup when you close the
program after a week has passed.

The automatic backup copy contains all system databases and files for the system database.

Prompt whether automatic backup is to be performed: Select this if you want to be asked
whether an automatic backup should be taken when you close the program.

Include documents and pictures: If you uncheck the check box, the automatic backup copy
will not include documents and images. By doing so, the backup process will take less time
and the backup copy will take up less space. The setting pertains to backups created
automatically when you close the program.

Remove old autogenerated backups

In order to prevent a lot of space being used to store old backups, it is possible to remove
old autogenerated backups. Autogenerated backups are backups that are created upon
closing the program. Backups that have been manually created will not be removed by
using this functionality. You can define when these old backups should be removed:

= (none): This means that the window Remove old backups will not automatically be
shown upon closing or opening the program. However, you can still remove old back-
ups via File - Backup - Remove old backups.

= Upon closing the program: When selected, the window Remove old backups will be
shown when the last user closes the program (if the amount of backups exceeds the
amount set below).

= Upon opening the program: When selected, the window Remove old backups will be

shown directly after the first user logs into the system when opening the program (if
the amount of backups exceeds the amount set below).

Keep number of backups: The amount of backups that should always be kept. The most
recent backups will always be kept.

Remove backups when amount reaches or exceeds: This is the amount of backups that
should be reached to trigger the automatic removal.

Read more about the window Remove old backups in the paragraph "Remove old
backups".
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Note! This functionality will only remove autogenerated backups. Backups that you

have created manually, by going to File - Backup - Create backup, will not be visible in
this window, and therefore not removed.

The window Remove old backups will be shown automatically upon closing or opening the
program (based on your settings), or when you go to File - Backup - Remove old backups.

Read more about the settings in the paragraph "Settings for backup".

O Remaove old backups

5

elect all Select none

Selected  File name Date:

Removable

File path

==
[=]

~

¥

| BACKUP 2011.0214 14_59 ONSHUT 15022011 14:59

C:\Users\PublichPublic MamutybdamutDatahSvstem

S=s| ==

KB

BACKUP 2011.0215 16_02 ONSHUT 15-02-2011 15:02
BACKUP 2011.0216 16_48 ONSHUT 16-02-2011 16:48
BACKUP 2011.0217 16_32 ONSHUT 17-02-2011 15:32
BACKUP 2011.0218 16_03 ONSHUT 18-02-2011 16:09
BACKUP 2011.0219 16_14 ONSHUT 19-02-2011 15:14

C:hUsers\PublichPublic MamutitdamuthDatahS vstem
C:AUsers\PublichPublic: MamutybdamutDatahSvstem
C:hUsers\PublichPublic MamutitdamuthDatahS vstem
C:Users\PublichPublic MamutstdamuthDatatSvstem
C:AUsers\PublictPublic MamutyMamutyData\Sustem

Ok LCancel

m

Using the drop-down list in the top right corner, you can define whether you want to see
the Removable, To keep or All backups. By default, only the backups that are removable
are shown. It is not possible to remove the most recent backups using this functionality. The
amount of most recent backups that will be kept is defined in the settings for backup.

Within this window, you can decide which backups you wish to remove by selecting them
(by default, all removable backups are selected), or you can click Cancel to abort the

operation. Only click OK when you are sure that you want to permanently remove the
selected backups.

i

« Note! Automatically removed backups cannot be retrieved.




Moving the Program to a Different
Computer/Server

It is possible to move the program and the database, for example from an old to a new
computer or server.

Note that the only way to move the database is by using a backup. It is not possible to move
the program files for Mamut Business Software; you need to install the program on the new
computer. The procedure is dependent on the type of installation. After the installation,
you will have the possibility to restore the backup in the wizard for first-time startup.

If you are installing a version that is newer than your current one, the database will be
automatically updated. We recommend that you use the latest version at all times.

i

¢ Note! If you are running an old version, you may have to restore the backup copy via a
newer version and not directly to the most recent version. More information can be
found on the Internet: www.mamut.co.uk/update.

Moving Single-User Installations

Single-user installation means that you are licensed to use the program on one computer.
The program files must be installed on the computer on which you will be using the
program, and uninstalled on the computer which you are moving from. You can, however,
share the computer with other people and add users in the program.

Moving Multi-User Installations - Server

If you have installed a multi-user installation, you must move the document directory
before moving the program. You must also make sure your users have access to the shared
directories on this computer in order to access the document directory and database. The
computer you choose to function as the server can be a dedicated server computer, or one
of the users' computers.

Moving Multi-User Installations - Client/Workstation

If you are switching workstations, you must first set the "old" workstation as Inactive
before installing on the new one and connecting to the server.


http://www.co.uk/update�

Go to Help - About - Manage licence Information - Installed computers and select Inactive
next to the computer name that you no longer wish to use, and click OK.
Note! Do not close Mamut Business Software, but immediately go to the next step.

Create a default backup via File - Backup - Create Backup. Read more about creating a
backup in the chapter "Administrator". Make sure you save the backup to a location that
the new computer has access to, or from where you can easily restore it, for example a
memory stick.

Install the program files of Mamut Business Software on the new computer.
Read more about installing the program above.

Note! If you install a version which is newer then your current version, the database will
automatically be updated. We recommend that you always use the newest version.

Start Mamut Business Software. This will open the wizard for first-time startup.

Select Restore Backup in the first step of the wizard and click Next.
The wizard for first-time startup will now close and the wizard to restore a backup will
open.

Select External backup and use the button to browse to the backup location.
If you have protected your backup with a password, you will be asked for the password
upon selecting the backup.

Then click Next and again Next.

Read the Important Information and select | have read and understood the information
above before clicking Next.

The backup will be restored and information about the backup will be shown once the
restore has been completed.

Click Finish to close MDataTools.
o
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L' Note! All users have to be logged off before you start the below procedure.

Move the document directory.
Information about how to move the document directory can be found in the paragraph
"How to move the document directory".

Go to Help - About - Manage licence Information - Installed computers. Select Inactive
next to the computer name that you no longer wish to use, and click OK.
Note! Do not close Mamut Business Software, but immediately go to the next step.

Create a default backup via File - Backup - Create backup. Read more about creating a
backup in the chapter "Administrator". Make sure you save the backup to a location that
the new server has access to or from where you can easily restore it, for example a memory
stick.

Install the program files for Mamut Business Software on the new computer.
Read more about installing the program above.

Note! If you install a version which is newer then your current version, the database will
automatically be updated. We recommend that you always use the newest version.

Start Mamut Business Software. This will open the wizard for first-time startup.

Select Restore Backup in the first step of the wizard, and click Next.
The wizard for first-time startup will now close and the wizard to restore a backup will
open.

Select External backup and use the button to browse to the location of the backup.
If you have protected your backup with a password, you will be asked for the password
upon selecting the backup.

Then click Next and again Next.

Read the Important Information and select | have read and understood the information
above before clicking Next.

The backup will be restored and information about the backup will be shown once the
restore is completed.

Click Finish to close MDataTools.
w

As the database is now moved, the clients/workstations will no longer be able to connect to
the database. Follow the steps below to reconnect the workstations to the database.



Remove the mamut.ini from the client/workstation. By default you will find this at the
following location:

Windows XP®: C:\Documents and Settings\All Users\Public Mamut\Mamut.
Windows Vista® and Windows 7®: C:\Users\Public\Public Mamut\Mamut.

Start Mamut Business Software.
Select Connect me to an existing multi-user installation in the wizard.

You can see which database server you connect to by clicking Select database server. In this
window you can also test if you have access to the server.

Click Next.

Select the database, and click Next.
If there are multiple databases on the server, you will receive a list over all of the existing
databases.

Log in with the user name and password that you have received from your system
administrator, and click OK.

Repeat these steps for all clients/workstations.
wf

It is very important that all users have full access to the document directory. If this is
currently set to a location where you do not want to provide full access for all users, you
can move the document directory. If you wish to start using a new server, you also have to
move the document directory. In that case, first complete the procedure below before
moving the server.

y

& Note! The document directory is the folder System000x and all sub folders. The number
which replaces the x is dependent of the amount of SQL databases that are created. In
this example we will use System0001.

Open Windows Explorer and browse to the current document directory.
Tip! You will find the current location of your document directory by going to View -
Settings - Other Settings - Other Programs within Mamut Business Software.

Copy the document directory (the folder System0001 with sub folders) to the new location.
It is very important that you copy and do not cut and paste.

Write down the new path. Keep in mind that this has to be a network path, for example
\\server\Mamut\Data\System0001.



Make sure that the other users of the program have full access to the new location. In the
help section [F1], you can find more information about how to share the document
directory.

Within your Mamut-program, go to View - Settings - Other Settings - Other Programs.

Click on Edit beside the Document directory.

Server SERVERMAMUT
System Spztern0007
Document directory “WServersh amuthD atahSysterm0001

Enter the new location and then click on Refresh.

Server SERVERWMAMUT
System System001

Document directory WM ewServerihd amuthD atah S pstem0001

You will get an error message if the location is invalid or if the folder is not shared correctly.

Remove the old document directory. Make sure that you only remove the folder
System0001.
~



It is possible to move the program and the database, for example from an old to a new
computer or server. Note that the only way to move the database is by using a backup. It is
not possible to move the program files of Mamut Business Software; you need to install the
program on the new computer. The procedure is dependent on the type of installation.

E Note! Make sure that you install the same version of the program on the new

computer. If you currently have an older version of Mamut Business Software, we
advise you to update the version first.

Check the current version of the program via Help - About.

Go to Help - About - Manage licence Information - Installed computers and select Inactive
beside the computer name that you no longer wish to use and then click OK.

Install the program files of Mamut Business Software on the new computer. If you still have
access to the Client Installation Set (which can be created during the server installation),
then we advise you to perform the installation from that file.

If you have installed the program using the Installation files for Client installation, then you
will directly see the login screen when opening the program. If you have not used this file,
then you need to follow the steps below.

Select Connect me to an existing multi-user installation in the wizard.

You can see which database server you connect to by clicking Select database server. In this
window you can also test if you have access to the server.

Click Next.

Select the database, and click Next.
If there are multiple databases on the server, you will receive a list over all of the existing
databases.

Log in with the user name and password that you have received from your system
administrator, and click OK.
of



User Administration and Access
Rights

Everyone that is to use the program needs to be set up as a user. Users need to be created
by a user that has been given program access as system administrator, or Super user, under
View - Settings - Security - User Administration. However, user settings may be changed by
the individual users afterwards if their user access rights allow this. This is determined by
the access rights the system administrator assigns each user.

The user administration settings can be found under View - Settings - Security - User
Administration.

In the Users window, you can view all registered users with User name, Full name, Access,
which users are logged on and who is in disconnected mode.

OUSEIS @
O X|@ e

Uszername  Full name Accers Logged on Offline Mode -
ElzanorJames Eleanor.James S E]

Ja Smith Ja Smith Sup Mo Mo

John Black John Black Super uger Mo Mo

Kristing Milford  Kristine Milford Temporary emp Yes Mo

Dema

If you have been assigned Full access/Super user status in your user settings, you can add,
edit and delete system users. The same applies if you are set up with the System
administrator access template. You will have access to all settings for all users, while each
individual user will only have access to their own settings.

If you want to create a new user you do this by clicking New. Editing the user profile is done
by selecting the user you want to make changes to and then clicking Edit.

In the User Settings you can link a user to an employee in the Employee Register. When a
user is linked to an employee, fields such as "Our ref." will be filled out automatically; when
the user is logged on and creates a document. In order to use the web based functionality
Mamut Online Desktop, the user must be linked to an employee in the employee register.
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Who is an administrator?

The system requires that at least one user is set up with Full access/Super user access.
Selecting Full access/Super user is done as a separate choice, but if you want to create a
user as system administrator you assign him/her the relevant access template. The
difference is that a Super user has access to everything whereas a system administrator is
only given access to functions that are naturally part of the work processes of a system
administrator. A user whose access profile includes Full access/Super user is usually the
same person who has the ultimate administrative responsibility within the system.

Security

The SQL Server installed together with Mamut Business Software uses by default SQL
Authentication. The system administrator can differentiate the users' database access from
the SQL Server.

& Tip! System administrator can override this so that Windows authentication is used. In
order to do so, you need to install SQL Server Management Studio Express. Disable login
for the user <Mamut> or disable all SQL authentication for all programs.

In the User profile you can also link the user to an employee in the employee register.

Select View - Settings - Security - User Administration.
Click New to create a new user, or select an existing user and click Edit.

Select Create new user and from the drop-down list Link to employee select Create
employee.

Click Save.
o

Select View - Settings - Security - User Administration.
Click New to create a new user, or select an existing user and click Edit.
Select the person and in the drop-down list Link to employee select Create employee.

Click Save.
o

None

(None): Select this if you do not wish to link the user to an employee.



The User profile needs to be set up by the system administrator or Super user. However,
once set up it can be modified by the user if he/she has the user access rights to allow this.
You can change your own user settings by going to View - Settings - User. The Super user or
another user with access to User administration may also change the settings via View -
Settings -Security - User Administration.

The User Access Rights function within Mamut was developed on the basis that several
users are using the same system.

Access Templates

Access templates help the system administrator make sure users only have access to those
components of the system they require. It is extremely useful to work with access
templates when there are several users spread over different business components using
the same system, e.g. sales consultants and logistics staff do not usually require access to
Human Resource information or accounting functionality.

Individual users are assigned a previously defined access template in the User Settings.

The functionality that should be available to the different users of the program is registered
under Manage Access Templates. You can also export the list of access controls to Excel to
obtain a detailed overview over the access rights for every individual user.

In help (F1), you can find more information about creating, editing, deleting, and exporting
access templates.

A user-defined access profile defines which functionality an individual user has access to.
The access profile is built in the same way as access templates but will not be shown in the
list of access templates. In the wizard for access template administration, you can base a
user-defined access profile on an access template or an existing access profile.

In help (F1), you can find more information about creating user-defined access templates.



System Log

For an overview on all important events in Mamut, you can export logged system activities
into a Microsoft excel file. You do this by selecting File - Export and System Log.

When exporting System logs you can select between the following:

All incidents: Provides an overview on all logged system activities. This report can
appear a bit unclear so it can be better to select one of the reports below instead.
Error messages: Provides an overview of all error messages the system registers. This
information is important if you are in contact with support.

Backup/System: All maintenance incidents of system level type, backup etc.

Account Updates: All transactions that involve entries into the accounts, such as VAT
reports and Year end.

Report on Functions in use: The report displays company databases, full names on all
registered users, language and which user group they belong to, along with other
settings that apply to the users.

Other incidents: All other incidents that are not in any of the above categories, but are
still important system wise.



System-created Activities

System-created activities are activities that are created automatically when particular
events or processes take place in the program. Some examples of events that trigger the
automatic creation of an activity are: Changes to the company database settings, stock
count, various wizards that change the values of a selection of contacts, products etc.,
Period End, change of accounting year, journal entry number series, creation of new
accounts in the Chart of Accounts, import of contacts and more.

O Activity list for system-defined activities EI@
DEX|APYZ|@A ¥aEESE G| F- P @ -

Duration  |01.03.2010  [»]-[01.032010  [+] Stetus |[Completed  [=] Twpe [a [=]  Fesp adrin [=]
Completebctivity no.  Start time End time Subject Type Status Resp. -
v 102 01.03.2010 14:07 01.03.2010 14:07 Changes to Cha Spstem-created Completed admin

v 101 M.03.201012:04 01.03.201012:04 Changes to Con Spstem-created Completed admin

v 100 01.03.201012:04 01.03.201012:04 Changes to Con Spstem-created Completed admin

v 99 01.03.2010 1203 01.03.201012:03 Changes to Con System-created Completed  admin

v 93 01.03.2010 1201 01.03.201012:01 Changes to Con System-created Completed  admin

v 107 01.03.2010 11:44 01.03.201011:44 Changes to Con Spstem-created Completed  admin

v 106 01.03.201011:22 01.03.201011:22 Changes to Con Sypstem-created Completed  admin

v 105 01.03.2010 11:02 01.03.201011:02 Changes to Con Spstem-created Completed  admin

[ 104 01.03.2010 1052 01.03.201010:52 Changes to Cor Spstem-created Completed  admin

[ 112 01.03.2010 1027 01.03.201010:27 Accounting yeal Spstem-created Completed  admin

[ 111 01.03.2010 1021 01.03.201010:21 Changes to Cor System-created Completed  admin =
[ 109 01.03.2010 1215 01.03.201010:15 Changes to Cor Sypstem-created Completed  admin

[ 110 01.03.2010 0856 01.03.2010 08:56 Change Values Spstem-created Completed  admin

The following changes to account "*%c1' have been implemented: -
The YAT code has changed from 'Mone' ta 'Sales Low'
‘Goodwill': 'Sales’
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The Activity list for system-created activities shows information on when the various
activities were created, which event generated the creation, and which user was
responsible for that event.

2] At the top of the list you can make selections that allow you to view only activities that
have been created during a certain time period or by a certain employee. To update the list
content according to your selection, you must click on the Update button.

The activities will not be visible within the regular displays, but in a separate activity list for
system-created activities. This activity list can be accessed by going to View - Activity -
System-created activities.

Which events that trigger the automatic creation of activities, are pre-defined in the
program and cannot be overridden.

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




Licence

What is a licence?

When you purchase a data program, you buy the right to install and use the software
on the number of computers you specified and purchased a licence for.

You will receive a licence number as proof of having paid the licence fee. The licence
number acts as a key that 'unlocks' functionality when you register the number within
the program.

The licence number controls your access to the software. You can use the program
without a licence number, however this will only grant you access to an evaluation
version. This kind of version is only available for a limited number of days.

The licence number is used for one or more of the following
circumstances

=  You are a new Mamut customer and are using the program for the first time.
=  You wish to extend the period of the existing Mamut Service Agreement.
=  You wish to increase the number of program users.

=  You are going to upgrade your version of the program and want additional
functionality.

Where do | find the licence number?

As a new customer, you will receive a licence number. If you have purchased the
program from a retailer, you will find a letter containing the licence number within the
product pack. If you have bought the program directly from Mamut, you will receive an
e-mail with your licence number. Should you not have an e-mail address, you will
receive a letter with the licence number by post.

How do | register my licence number?

The licence number is registered either by filling in the registration form during the first
time startup of the program, or by going to Help - About - Register Licence number
when in the program.

Downloading licence files

When you renew your licence agreement, upgrade to a more extensive Mamut
program, expand your program with additional products, or increase the number of
user licences, you are required to download the licence file in order to update your
licence information. The new functionality will then become available. Usually, you can
update your licence information directly via the Internet by clicking on Help - About -
Licence file.



Read from licence file

Under certain circumstances you will be asked to read in your licence information from
a file you receive from the software supplier, either on a disc or via e-mail. The feature
can be found under Help - About.

Manage licence information

The functions under Help - About - Manage Licence Information provide you with an
overview of all your licences for websites, main as well as additional products. You can
also adjust which machines the licences apply to, if you are operating with a multi-user
installation, how you want to divide the licences for additional products, and which of
your websites should be active at any given point.

Users without Internet access

During the registration of your licence number you will be asked whether you have
access to the Internet. If you answer 'No' to this question, you will have the option of
printing a licence letter, which you will need to send to Mamut by post or fax. Once we
have registered your licence letter we will send you a licence disk in the post. You need
to import the licence disk content into the program, by going to Help - About - Licence
file.

If you upgrade your software, or expand it with additional products or users, you must
register a new licence in the program. The new functions will then become available.

Select Help and About.
Click Register Licence number.

Enter the licence number into the field.
Tip! The licence number can be entered using both upper- and lower-case letters. In
the licence number, <0> is always a digit, not a letter.
Click OK.
The program will connect to the Internet.
Click Yes when asked whether you are connected.
=i



Additional Products

In order to be able to use additional products, you must register the licence number
you receive after you ordered the product. You must also set up which users, or which
company database, should have access to the extra features. Once you have done this,
the additional product is ready for use.

Go to Help - Order, to order add-on products.

You will receive your licence for the ordered add-on product. You can start using it as
soon as you have registered your licence.
wf

In the About window you will find all the information about your licence and the active
company database. From this window you can also administer licences for functions,
users and websites.

Version: The Version of the program you are using will always be relevant when
contacting the Mamut Support Centre.

Contact Person: The contact at your end as registered with the software provider.

E-mail: The e-mail address you entered upon registration, and that the software
provider uses for e-mail communication with you.

Customer no.: The customer number under which you are registered with the software
provider. Include this number when contacting the software provider.

Licenced users: Shows how many machines you may install the program on.

No. of users logged on: This field also acts as a link displaying which users are logged
on. This overview is useful when you want to make use of different database utilities -
which require all users to be logged off.

Date of expiry: Applies to your licence.

Company databases: The number of company databases you are entitled to as per your
licence.

List of Modules: Lists the modules in the program to which you are given access to as
per your licence.

List of website functionality: Lists are available for e-commerce functionality to which
your licence entitles you.



Here you have a full overview of all your licences for websites, main products, and
additional products. You can also define the computers on which your licences will be
valid (in multi-user configurations), how the main products are distributed, and which
of your websites are to be active.

Choose what you would like to do, using the options on the left-hand side of the
window. Read more about the various options, using the links at the bottom of this
window.

Additional products

Under Additional products you can register which users, and company databases,
should have access to any additional products you may have.

Installed computers

Here you have an overview of all computers within the network that are linked to the
database. You must have a licence for every computer on which you wish to install
Mamut.

If you have used up your No. of licences (see below the list), you can deactivate any
computers which are not in use, enabling you to release licences.

Select the check box to the right of the computer you want to deactivate, in the
Inactive column.
It will now not be possible to open Mamut on this computer.

Install Mamut on a new computer.
o

Website licences

Here you have an overview of all your websites with the following information:
Website: The working title of the website

Registering: The Internet address at which the website is registered.

Type of website: Specification of the type of licence linked to the website, with the
following options:

=  No website: No licence linked to the website.

= Website: Website with limited functionality, no cart.

=  Prosite: Website with cart.



You cannot register more websites than the number for which you have licences (the
number of licences you have is shown in the About window under List of website
functionality).

This means that you have to deactivate websites that are not in use, before you can
register a new website.

Select the Company database in which you created the old website.
Now you have an overview of all the websites that have been created for the company
database.

Select the website for which you want to remove the licence.
Set the status of the website in the drop-down list below to No website.

Select the Company database in which the new website will be created.
If the old and the new website are linked to the same database, you can skip this step.

Set the status of the website in the drop-down list below to Pro site or Website,
depending on your licence.

Register the new website.
of

Find out more about editing your website in the '""Complete CRM, Sales Management
and Web Solutions" introduction manual.

Overview
A window opens containing an overview over:

Main product/Additional product: Displays the name of the product, which is covered
by the licence.

No. of licences: Displays how many users have access to the product.

Expires: Displays the last day on which you can use the product. When you extend the
Licence Agreement you will be able to Download a new licence file and extend the
expiry date.
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If you have received your licence via e-mail or another medium, you are able to select
to read the licence file in the following way:

Go to Help - About.
Click Licence file.
Browse to the licence file, and select it.

Click OK to read in the licence file.
o

When you renew your Mamut Service Agreement, upgrade to a more extensive Mamut
program, expand your program with additional products, or increase the number of
user licences, you need to download the licence file in order to update your licence
information. The new functionality will then become available.

In general, you can update your licence information directly over the Internet by
clicking Help - About - Download licence file.

Your licence information will now be synchronised over the Internet with Mamut's
licence database. Once synchronisation is complete, you will be informed that your
licence is updated and are able to distribute any additional products through the
Manage licence information function.
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All contact information, such as Contact Person or Password for Internet support, can
be edited from Help - About - Register, and can be sent to Mamut over the Internet.

Select Help and About.

Click Registration.

Make the changes in all the relevant fields.
Click OK.

Answer Yes when asked whether you have access to the Internet.
If you answer No, the alterations will be deleted, and the window will be reset to the
previous information.

~



Chapter 5:
Reports

In this chapter:
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e
e" 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 on sales@mamut.co.uk or by phone on 0207 153 0900.



http://www.mamut.com/uk/functionality�

About the Report Module

In the Report module you will find all reports that you have access to, except reports that
can only be printed through particular modules such as purchase orders and invoices. The
report module contains many reports and is therefore divided into modules.

@ Reports E=RE=R
‘;f Favaurite
4 Last20 FF|a@XaFg e
\53 System generated reparts | Addiess labels, contacts 2 columns A4 (16 per sheet) - Fepoit c datab
Addiess labels, contacts 2 colurmng A4 (8 per sheet] UL R ompany datahase rech
[ Accounting Addiess labelz, contacts 3 columing A4 (24 per sheet] Sort by Contact name, contact rB
Contact information, detailed -
= - Sendta
| Activity Contact List Preview |Z|
Contact List, simple
8 3 5 . 5. ]
8 Contact Contact Person List, detailed Frrint
Cust & Sunpl. Ladgsr Contact Pergon List, simple . .
pp it Document List Detailed heading
£, Human Resources Document statistics Footer
Supplier list
= Product Telephore list, contacts [0 Cover page
- . Telephone List, Contacts with Contact Persons [ Select printer
22 Praject The 20 largest customers
2 Tumover per cuzhomer
jﬂ Purchase

i Quotation
_U Sales and Invoicing

] Time Sheet Input

Contact information, detailed -
Fields: Contact name, Contact na., Telephone, Fax, E-mail
address, wiww-home page, Compary reg. no., Invoice
Address, Registered Address, Delivery address, Other
Address, Status, Category, Line of business. Group,
User-defined fields, Nate, Company contact name, Title,
Telephone, Project name, Description, Status, Responsible,
Mote, Activity |D., Start time, End time, Activity nate, Doc. 1D,

- | | Document title, Mote, Project. o

Common Reports and Edited Company Database Reports

In the Report module you can select if you want to print from Common reports or Company
database reports.

Common reports are the original reports that are included in the program and are identical
for all company databases. These reports cannot be edited and will be updated when
updating the program.

Company database reports are copies of the common reports that you can edit in the
report/label editor. On a company level, only the report belonging to the active database
will be changed.

You can edit reports from the report module by selecting the report you wish to edit and
clicking Edit. If you want to open the report editor you can click the Go to report/label
editor button.

When you have edited the report you can select whether you want to print a Common
report that came with the program or the edited version of the report, which is called a
Company database report. The edited report can be found in the report group Company
database reports, with the same name as the common report.



If you have several company databases, the edited company database report will only
appear in the database in which you edited the report. You can copy the report to other
company databases by using the report/label editor.

You can read more about report editing below.

T The user settings allow you to select which of report groups will be the default selection
for printing reports. You can read more about the user settings below.

Favourites, Last 20 and System Generated Reports

In addition to the modules there is a selection for Favourites, Last 20 and System
generated reports. In the Favourite tab you can add reports that you print often, either
individually, or in report bundles. You can read more about this below. Last 20 will display
the last 20 reports the user has printed for the active company database. Under System
generated reports you will find important journals that need to be printed directly to the
printer for processing.

Access to Reports

If you want to limit the access to reports for some users you can do this through the User
access rights. Read more about user access rights in the chapter "Administrator".

Barcodes

In Mamut Business Software, barcodes can be used to represent Product number, Serial
number, the Industry's product number or Customer number. Read more about barcodes
below.

How to get there

You can open the report module from File - Print. In each module there is a selection for
reports, e.g. View - Contact - Reports. This screen will start with focus on the relevant
reports for the module.

In some screens the print icon will also lead you to a screen where you can open the Report
module.



Printing a Report

A

Reports can be printed in different ways. You can for instance, choose to send the report to
Printer and E-mail.

You can define a default output in the user settings.

= Open the Report Module. More information on how to get there can be found above.
Select the report you want to print.

Select whether the report group is Company database report or a Common report.
Select the type of Sorting you want for the report.

Select the print medium the report will be printed to under Send to.
You can select between Preview, Grid, Printer, File, Fax, HTML, E-mail, PDF or RTF.

Click Print. Depending on the report you are printing, you will now be able to set a filter for
the data to be included within the report.

o

g Note! When you have edited reports, you will be able to choose between printing the
Common Report included in the system as default, or the edited report, called
Company Database Report. In the user settings, you can define which report should be
pre-selected. The edited report version retains the original report name and can be
printed by selecting the Report Group Company Database Reports.




Report Settings

You can access the report settings by going to View - Settings - Reports.

Report/Label Editor: From this window you can select and customise reports and labels.
You can also add a logo to order printouts, expand, move or delete data fields in the report.
The reports are divided by the two tabs Report and Labels.

Add logo to order printouts: By launching the wizard, you can insert a logo and remove
existing information for a selection of default quotation, order and invoice documents.

Address Settings: This window allows you to define how names and addresses will be
displayed on all reports.

() Reports =]
Report/Label Editar
%, Customize reports and labels in the report editor.

BReport/Label E ditar
Add loga ta arder printouts

Address Seftings
-;.',,- ] Defines how the address set-up will appear on reports

Address Settings

You can edit and adapt reports by going to View - Settings - Reports - Report/Label Editor.
By editing reports you can add the company's logo, and expand, move or delete data fields
in the report. The reports are divided into one tab for normal Reports and one for Labels.
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The toolbar

The toolbar gives you additional options for administering reports (place the mouse pointer
over each button to find the name used in the description below):

=1 Edit: Double-click on the report or label you wish to edit, or select the line and click
Edit. The editor then opens with the report you selected. Here you can add or move the
company's logo, delete or edit fields.

EE Copy company database report to all other companies: Copies the changes from the
report to all other Company databases.

# Edit constants: Opens a list of labels, or field descriptions that can be used in the
reports. You can also edit their texts here.

_i] Copy printer settings from Contact list: All reports will now have the same paper size,
paper tray and resolution as the settings defined for the Contact list report. You will also be
asked whether you want to copy information about the printer driver or printer name. If
you do this, it will override the settings for the default printer.

‘)5] Delete printer settings for selected report: The printer settings for the selected report
will be deleted, and will be set to the printer settings for the Windows print driver.

w

j:I Import report file: Retrieves a new original report from the library area (Common
reports). This will be useful if something has gone wrong during editing, or if you simply
wish to start again.

i

51 Export report file: Copies the report files for the relevant report to another directory of
your choice - for example, if you want to keep the amended report in another
directory/medium (e.g. on network drives).

y Note! To be able to print the reports you have edited, you will have to print Company

database reports and not Common reports. You can define which report group should
be used as default in the user settings.




In this screen you define the layout of addresses, contact names and contact people who
will be displayed on all reports. Please note that you should not enter specific addresses
here, as only references are used.

Select the Country from the list on the left, e.g. United Kingdom.

Select the reference (value) you wish to enter from the Name drop-down list. Only by first
selecting the correct value and then clicking the Insert button, the correct value is entered.
You can see the results at all times in the example field. You can easily delete fields by
selecting the field and pressing Delete on your keyboard.

Define how the address will be shown. You do this in the Address drop-down list.

Click OK when you have changed the setup.
o

ﬂ Every user of the system can specify their own print medium and specify default
printers for printing various reports. The settings selected apply to the individual user and
will follow the user upon login, regardless of the PC.

The user settings for reports can be found via View - Settings - User - Settings per Module
- Reports.

The Reports tab

() User Settings far Repart 5
| Repots | Piiner Setings...|

Frint medium Pravisw

Pririt mediumn for Sales and Invoicing | Printer

Default report group Camman reports

HEME

Format of the e-mail attachment FDF

Copy to printer when printing e-mail/fax
Create sctivity when printing s-mail/fax

] Show settings in Report module
7| Detailed heading
/| Footer
Fionipage
Select printer

8] Cancel ][ Hel




Print medium: Select whether the default print medium should be Preview, Printer, Fax or
E-mail. The print medium can be overridden in most cases regardless of the choice.

Print medium for sales and invoicing: In addition to Preview, Printer, Fax or E-mail you can
select "Transfer from the contact" when printing sales and invoicing reports. If you select
"transfer from the contact", the print medium chosen for the contact will be used when
printing sales and invoicing reports.

Default report area: Specify which reports are to be used in the Report module. Company
database reports (company name) is selected if you have edited one or more reports and
want to print these out as printouts. Common reports, is selected if you wish to print out
the default reports included with the system.

Format of the E-mail attachment: If you print to E-mail, you can choose between the
following formats for the attachment: HTML, PDF or RTF.

Copy to printer when printing E-mail/fax: Mark this if you want a copy on paper as well.

Create activity when printing E-mail/fax: Mark this if you want to create an activity for
each E-mail or fax you send.

If you want to display a Detailed heading, Footer, Front page or Select printer on printouts,
you can mark the selection here. If you want to view and change settings for the report
module mark the Show settings in report module check box.

The Printer Settings tab

Different reports can easily be sent to different printers: packing lists and pick lists to the
warehouse printer, invoice copies to the accountant, invoices to the sales department,
while other reports can in turn be printed out for the management.

You can specify the desired printer driver for each of these printouts if you do not wish to
use Windows’ default printer for printing. The settings selected apply to the individual user
and will follow the user upon login, regardless of the PC. If a specific printer is defined for a
specific report, this will override the printer defined here.

There are 3 levels of printer settings in Mamut. In addition to this, in most modules it is
possible to select the printer when printing.

First level: If no printer settings are specified, Windows’ default printer is used.

Second level: The printer settings selected in the Printer settings tab apply to the individual
user and override the Windows’ default printer.

Third level: The printer settings selected directly for reports via report editing, override
other printer settings. This saves detailed settings for name, driver, source, driver settings,
etc, in the report itself.

Finally, in most modules in Mamut you can select to choose the printer when printing.
When printing you will be able to select which printer is to be used for that precise print
job.
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Go to View and click on Settings. Click on User.

Select the Settings per Module tab.

Click Reports.

Change the default report area to Company database reports instead of Common reports.
Click OK.

Confirm that you want to save the changes.
o



Editing Reports

When editing reports you can add the company's logo and expand, move or delete data
fields in the report. You can edit the report by selecting the report in the Report module
and by clicking Edit or you can select View - Settings - Reports and Report/label editor.

Reports are divided into several areas or fields. These fields can consist of one or more
lines, or they can be completely blank. In these fields, frames have been set with codes for
different types or groups of information to be included in the report.

You can change the position, size, etc. of these frames. You can also delete the whole
frame. If you do this, the information that the frame represented will not be included on
the printout.
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Title: Title text is only displayed on the first page of the report. The Title field is not included
in all reports.

Page Header: This field contains the report page's heading. In this field, you can insert
headings for all columns, report name etc. The Page Header is displayed on all pages of the
report.

Group Header: Contains the information group's heading, for example contact name and
address in a contact report.



Detail: Contains additional information about, for example, a contact (contact person, title
and telephone number).

Group Footer: Bottommost line marking the end of the group field. You can insert a line in
order to separate the different groups or data calculations in the group.

Page Footer: This is the footer text on each page of the report, for example the page
number, print date, etc.

Summary: Total amount, etc. for the entire report. This field is only displayed on the
report's last page. The summary field is not included in all reports.

& Tip! You can backup (export) your reports so that any changes you may regret are able
to be reset. The Report-/label editor has functions for export and import, which make a
copy of the report setup. Read more about report -/label editor below.

Inserting a Logo

You can insert your company's logo in report printouts. Read more about this below.

Edit Fields and Labels

You can move, duplicate, expand and delete report fields in order to customise the reports.
Read more about this below. Read more about adjusting fields in labels below.

Importing Report Files

If the report you are currently working on has been changed and must be restored, you can
use the import feature. Read more about importing report files below.
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If your report data appears incorrectly when printing reports onto ready-made forms, you
need to edit the report and try again. The reason for the data not appearing correctly on
the form may be differences in printers and printer drivers.

i

¢ Important! You must change the Report group to Company database Reports in order
to print edited reports. Otherwise, the original, unedited report will be printed. Read
more about this above.

Go to View - Settings- Reports - Report/label Editor.
Locate the relevant report.
Click Edit. The report opens in edit mode.

Select the menu Edit/Select all. All fields will be highlighted.
Tip! If you only want to move one field, highlight the field by clicking it once.

Use the arrow keys on your keyboard to move the fields.
Choose File/Save.
Choose File/Close.

Print the report again.
«f

Click View - Settings - Reports.

Click Report/label Editor.

Locate the relevant report, for instance Interest note - invoice with giro.
Click Edit. The report opens in edit mode.

Place the mouse cursor on the line Page Footer.

Drag the line upwards or downwards according to your needs. If you move the Page footer
upwards, the report fields will be moved downwards and vice versa.

Click File - Save.
Click File - Close.

Print the report again.
~
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11.

Before getting started, you must have access to the image file which will be used as the
logo. Preferably, the image should not exceed 120 x 70 pixels. If your logo does not conform
to the recommended size, you can adjust the size and quality of the image in an image
processing program.

g Note! The image file is not imported into your Mamut system - the system creates a link

to the area where you have saved the image file. It is therefore important that you save
the image file saved at a location that is unlikely to be moved.

Go to View - Settings - Reports - Report/Label Editor.
Select the report you wish to edit and click Edit.
The report opens in the Report Designer.

You must first decide where you wish to place the logo. You must move, re-scale or delete
any fields that are in conflict with the logo field.

In the Report Controls panel which is displayed in a separate window, click the
Picture/ActiveX Bound Control button (Image/OLE).

The feature for inserting images is now activated. When you move the mouse cursor over
the report, you will notice that the cursor changes from an arrow to a plus sign.

Select the report area where you wish to insert the logo. Press the left mouse button and
keep it pressed down before dragging the cursor over the area where you want to insert the
image.

The Report Picture window is displayed. In the File field, enter the file path to the image
file, either by entering the path or by clicking the search button and navigating to the file
manually.

When you have chosen the logo, you can continue by defining the how the logo will be
displayed in relation to the selected area:

Clip Picture: The image/logo is displayed in its original size. If the image is larger than the
frame, the image will be clipped.

Scale picture, retain shape: Scales the image/logo to fill the frame without changing the
width/height ratio.

Scale picture, fill the frame: Scales the image/logo to fill the frame without retaining the
width/height ratio.

Click OK in order to insert the image in the report/invoice. You can still select and move the
logo by clicking and dragging the image or by using the arrow keys on your keyboard.

Save the changes by clicking File - Save. Close the window.
o
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¢ Note! Remember to select Company database reports instead of Common reports in
order to print the customised report.

You can also add a logo to all order printouts simultaneously by running the wizard Add
logo to all order printouts which you can find by clicking View - Settings - Reports. The logo
will then be added automatically to the reports of your choice.

¥ Note! You cannot undo the wizard Add logo to all order printouts. You must edit each

report in which there is a space conflict etc. It is recommended to create a backup
before completing the wizard.

A A

If the edited report does not meet your standards, you can easily restore the original report
file. Read more about this below.

There are a number of different labels you can use for addresses, products or telephone
lists. You can use the settings for labels to adjust the height, width and spacing, so that the
printouts fit the labels.

Select the label report which is to be altered.

Click Edit. The label editor then opens.

Click and hold on the frame, for instance Page Header or Page Footer.
Drag the frame to the position in which you want it.

Click OK.
of

Select the label report which is to be altered.
Click Edit. The label editor then opens.
Double-click on Detail and open the General tab.

Measure the exact height of one of the labels you are going to print. The measurements of
the labels can usually be found on the packaging, or you can use a ruler.

Enter the number of centimetres in the Height field.

Click OK.
of



Select the label which is to be altered.
Click Edit. The label editor then opens.

Click File and select Page setup from the menu. The Page setup window then opens.

P w N

If the label sheet contains more than one column, enter the number of columns in the
Number field.

o

Measure the exact width of one of the labels you are going to print. The measurements of
the labels can usually be found on the packaging, or you can use a ruler.

Enter the number of centimetres in the Width field.
If there is spacing between the labels you are going to print, measure this.

Enter the measurement in the Spacing field.

L ® N o

If there is one, measure the left margin of the sheet on which you are going to print the
labels.

10. Enter this measurement in the Left margin field.

11. Click OK.
o

v Note! When printing labels, you must select the report group Company database

reports.
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Sometimes it is necessary to restore the original report files, for instance, if you want to re-
edit the original version of a report, or if the report file has been damaged. Other scenarios
where this feature may be useful is when a report has been updated with new data or when
new regulations have been introduced which affect the layout of the report.

Go to View - Settings - Reports.

Click the Report/Label Editor button.

Highlight the report which you want to re-import.
Click the Import Report File button.

Click Import.

Click OK when the import has been confirmed.

Click Close.
o



Favourites

The reports that you print most frequently can be set up as favourite reports. This can be
done by defining a fixed selection for the report and giving it a report name and description.

It is then easy to print out the report directly from the Favourite tab in the Reports module.
The reports can also be grouped together as a report bundle to allow more efficient printing
of multiple reports or to enhance the overview in the window.

1. Select the Favourite tab.

2. Select the report you wish to print.
You can also select one of the reports from a report bundle.

3. Click Print.
.

1. Select the Favourite tab.
2. Select the report bundle you wish to print.

3. Click Print.
o



Before you complete settings for a favourite report you have to define the report as a
favourite. You can then select the report and click Settings.

Method 1
Open the report module and select the report you want added as a favourite.
Right-click the report.

Select Add as favourite report.
o
Method 2

M
%f Open the report module and click Favourite.

Click New Favourite report.

O Settings for favounte repart @

Select the report that iz to be pour favourite,

User-defined report names and descriptions will only be walid in the Favourites tab. If pau
make a separate selection for your favourite report, we recommend that this is reflected
in the description.

The system's report name

[=]

User-defined report name
Activity List

Motes
List of activities. Repart is displayed in landscape farmat. -
Fields: Start time. end time, person responsible. activity tpe. status, priority, project,
cantact name, contact person and nate.

Set a fixed filter for the report E]

Ok ] [ LCancel ] [ Help ]

Select the report you want added.
f

Settings for favourite reports

M, . )
¢ b Select Favourite on the report menu on the left hand side and select the report you
want to change settings for in the list. You can then click on the Settings for Favourite
button in the toolbar. The settings window provides you with the following options:



The system's report name: Select the report you wish to add, if you have not already done
so. Please note that any fixed selection will be deleted if you change the report.

User-defined report name: Enter your own name for the report as it will appear as
Favourite report. If you make a fixed selection, you can reflect this in the name.

Notes: Change or add additional information about the report. These notes will be
displayed in the Description field below Favourite.

Apply fixed selection to the report: If you want to apply a fixed selection for the report
when you print it out from the Favourite, you can define it here. You can still adjust the
selection each time you print them out.

Include in Report bundle: Only applies to favourite reports that are created in connection
with a Report Bundle. The field cannot be changed.



Before you complete settings for a report bundle you have to create a report bundle. You
then click on the Settings button and make necessary changes and settings.

Click the Favourite button.

_'ﬁjCIick New report bundle.
The Report bundle settings window now opens.

O Settings report bundle @

Enter the name of the report bundle and any description of the package. Then select which reports you wish to
be included in the bundle

Mame of report bundle
Activity Bundle

Notes
PFrint every manth -

Maove the reparts that you wish ta include in the report bundle ta the list on the right below.
If wou want to give one or more of the repaorts in the report package a user-defined name or description, this can
be done in the settings for the individual repart.

Mot included Included

Time sheet ines per custamer - Activity List
Time zheet lines per product
Time sheet lines per project
Time sheet with invoice information

Activity statistics, summary

I ain-/S ub-project

Time Sheet Input, Periodical Overview
Time sheet, standard

Top 3
Top 20 suppliers, due
Top 20 suppliers, overdue

Tracking number for zales order

Transachion list -

| 0K | | LCancel | | Help ‘

Enter a descriptive Name of report bundle.

Give any additional information about the report bundle in the Notes field.

This note will be displayed in the Description field when you select the report bundle below
the Favourite tab.

Move the reports you wish to include in the bundle from the Not included window to the
Included window.
You do this by double-clicking the reports in the left-hand list or by selecting them and
clicking on the arrows between the two fields.
Click OK.

e

You can edit the reports in the bundle individually if you wish.



Barcodes

Barcodes are mainly used to make product handling easier for trading companies. Some
businesses use barcodes to simplify the registration of product numbers while others
assign a barcode to every single delivery (parcel). Some products, which are unique in
their unit for serial number, production number or similar, sometimes also have
barcodes. Certain businesses also use barcodes to handle their despatches to
customers.

Barcode fonts

Bar codes are merely another way of presenting information other than ordinary text
and numbers. In practice, every letter and number is being replaced with a line /bar, so
one might look at a barcode as a kind of font. Bar code fonts are used to convert text
and numbers, e.g. product or parcel numbers, into a barcode. A barcode reader is then
used to read the barcode, and then turn it back into text/numbers.

There are many different barcode fonts and generally the newest fonts offer the
greatest flexibility and functionality. Older barcodes only support numbers as a basis for
barcode conversion.

EAN 13 is one of the most commonly used barcodes on products. For more information
on barcodes you can consult the Internet, e.g.
http://www.barcodingfonts.com/barcode.htm.

STROV2I45

Example of an EAN 13 barcode font

Many printer manufacturers sell barcode fonts as well. A number of printers also
include barcode fonts in the software that comes with them. You can also purchase
barcode fonts on the Internet.

Barcode readers

Most barcode readers connect to the keyboard port of a personal computer. The
barcode readers translate the barcode, which is being input as text/numbers in the
same way as if it had been entered by the user with a keyboard.

Printouts

To be able to print out barcode labels you need a label printer. You can select the type
you need based on your requirements regarding label quality, label size etc.


http://www.barcodingfonts.com/barcode.htm�

Barcodes in Mamut Business Software

In Mamut Business Software, barcodes can be used to represent the Product number
and Serial number along with the industry's product number or Customer number.

Product number

If you would like to use a barcode to represent the product number in Mamut, the first
thing you have to do is to ensure that the textual content of the barcode is entered
either into the product number field or the EAN code field (under the Miscellaneous tab
in the Product card). After that the labels will show the product number as a barcode. If
the EAN number should show on the label instead, you will need to change the label
layout so that it contains the EAN code instead of the product number.

If you would like to have the barcode displayed on the pick list, you will need to make
the necessary changes to the pick list template.

When registering sales, Receive/Return, stock counts etc, you can use a barcode reader
instead of manually registering the products via the keyboard.

Serial number

It is possible to use the barcode reader instead of the keyboard for entering the serial
number in the registration windows for incoming and outgoing products. Any serial
number labels need to be created individually and are best printed from Microsoft
Word or other text editors.

Customer number

The customer number can be presented as a barcode on internal printouts such as pick
lists, order verifications etc. You can also select to use barcodes on letters, direct
marketing documents and other material you send out. The use of barcodes on internal
documents can help to simplify the process of finding a customer in the system based
on paper printouts. The handling of returned mail, too, can be simplified by using
barcodes on external documents you send to your customers.
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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.

u

¢ 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.

L

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.
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¢ 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

PEDEDR

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
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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.

R
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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.

{
o

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.
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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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