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welcome to youmehub

Youmehub is a business productivity solution for design studios
& creative industries, Youmehub allows you to manage many
aspects of your studio workflow. The system tracks companies,
contacts, customers, clients and suppliers; allows you to create
marketing campaigns and mail shots; manages an office diary;
stores an inventory of products and provides an easy method
for creating and tracking sales, purchases and expenses. The
projects, jobs, schedules, files and time sheets modules allow
project managers to track and manage people, time, costs and
file assets. Finally software and hardware inventory modules
help you manage all your hardware and software assets.
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Documentation Folder
The documentation
folder contains PDF

documentation such as
this quick start guide,
user manuals and license
agreements.

Resources Folder

The resources folder
contains resource files
used by the system as well
as outher folders where
tempory data is stored.

Backup Folder

The backup folder is used
to store a backup copy of
the system data. You will
be prompted to perform
a backup each time you
log out from the machine
hosting the solution.

User Data File

The user_data file contains
all the system critical
database data. Do not
attempt to move, rename
or delete this file as you
may loose data or break
database links and prevent
the system from working
properly.

Installation

If you have purchased Youmehub Multi-User you will need a copy of FileMaker Pro 8 or
higher software installed on your system (not included). If you intend to use Youmehub in
a shared network environment it is recommended that FileMaker Server be used. Although
FileMaker Pro has peer-to-peer networking capabilities, only FileMaker Server provides safe,
faster hosting of your files for multiple clients and provides automated backups of your
important data. Please refer to the FileMaker Pro or FileMaker Server installation and setup
instructions.

With Youmehub Single-User, FileMaker Pro or FileMaker Server software is not be required.

Mac OS: Copy the Youmehub'folder from the CD or Disk Image archive either to your‘Docu-
ments'or ‘Shared’folder on your hard disk.

Windows: Copy the ‘Youmehub'folder from the CD or ZIP archive to either'My Documents’
or'Shared Documents'folder on your hard disk.

If you are using FileMaker Server to host this solution it automatically opens and hosts
FileMaker Pro files in the ‘Databases’ folder in this case copy the contents of the 'Youmehub'
folder into the ‘Database’folder:

Mac OS: [hard disk]/Library/FileMaker Server/Data/Databases/
Windows: Program Files\FileMaker\FileMaker Server\Data\Databases\
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Login

After you have installed Youmehub, double-click the "Youmehub'file icon (Mac OS) or
‘Youmehub.exe' (Win OS) and enter the following account name and password in the
login window:

Account Name: admin Password: admin (case sensitive).

This temporary user is assigned to the admin account name, which has admin privileges.
You will need to go to preferences later and remove this user account once you have
created another user with admin privileges.

Open "Youmehub™

Open "Youmehub” using:

S
}J _) Guest Account

® Account Name and Password

Account Name: admin
Password: ~ eeess

| Add to Keychain

( Change Password... ) K Cancel ) Q—GK‘—;

Activating your License

When you have successfully logged-in a message appears telling you that you are
running the software in demo mode. Demo mode entitles you to a 30 day trial of the
software after which you will need to purchase a license. Click‘activate’and enter your
license key found on the license card. If you purchased Youmehub as a digital download
on-line, then enter the license key that was emailed to you.

eo6 Activate License

name Jim

company Brown

license key ¥MHM-000-000-000-000

HEXX-000-000-000-000

(Lcancel ] [ acuvate ]

100 B Browse )
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Setup Wizard
When you launch Youmehub for the first time you will be taken to the setup wizard which
walks you through the process of configuring and personalising Youmehub to your
business needs. These include global settings for your company information, letter header
logo, user log-in accounts, network settings and system wide preferences which govern
the behaviour of certain modules. It is also possible to make individual adjustments later by
clicking the preferences button in the navigational bar.

ana

Yowmahub Baltl-Uier Seandind) 3.00.36TAGE | Permanert
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Reset Database

Youmehub comes pre-configured with example data to help you learn and understand
how the system works. Before you begin to enter your own data however you may want
to clear all existing example data and reset the system. Go to the preferences window and
select Reset Database. Caution: The Reset Database command will DELETE all records and
can't be undone!

Edltm Migrate Tools Help

Reset Preferences
Reset Serial Numbers
Reset Database

Migrate

The Migrate command, located in the Migrate menu can be used when you want to
migrate data from a previous version of Youmehub into a new database system. To migrate
data you must first copy the ‘UserData.fp7’ (Multi-User) or ‘UserData.ymh’ (Single-User) file
from your previous working database into'[path to databasel/Youmehub/Resources/Import
folder of the new database. Select Migrate in the Migrate menu. Caution: This will DELETE all
records and system preferences and replace it with the imported data.

1

Edit Reset LUEETCN Tools Help

Youmehu Migrate 2 ndard) 2.00
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Home Screen

The home screen has a navigational bar at the top and is divided into 8 modules each with
its own sub-modules. CRM (Companies, Contacts and mMail), Calendar, Notes, Staff (Time
Sheets, Expense Sheets, My Schedule), Projects (Projects, Jobs, Schedules and Files), Sales
(Products, Estimates, Sales Orders and Invoices), Purchasing (Products, Purchase Orders),
Inventory (Hardware and Software). Use the navigational bar to move between each
module and sub-module.

ene Youmehub (Multi-User Standard) 2.00.BETA02 | Permanent

Bar

Click these buttons to go to
the required module.

Preferences

Click the preferences button
to adjust or make changes
to your letter header logo,

company information, user
log in accounts, network
settings and other system
wide preferences.

Log Out

Click the log out button to
log out of the system.

Home

Click the Home button to
go back to this screen.

CAM | calendar | notes | sl projects - sales | purchasing : inventory

. youmehub

1e: developer

Sample Corhpany Ltd

100/ | (E5 Browse Y
B —



Company Info

Address

You'll find fields for your
business trading name,
address, web site, email and
phone numbers. This
information is called upon
when raising orders etc.
Stationery

Import headers for your
business stationery.
Currency

Assign your default
currency and tax rate as
well as any other currencies
you trade in.

User Accounts
There is one account

created for you already
named ‘Admin’ plus any
others you may have
created during the setup
process.

The admin account is a
temporary account created
for you to get you started. It
is recommended that you
remove this account once
you have created another
user account with admin
privelages..

Other

Other tabs contain fields
and settings for: network
sharing, field value lists,
serial number schema
and other module specific
settings.

Preferences Screen

The Preferences menu screen allows you to configure and personalise Youmehub to your
business needs. These include global settings for your company information, letter header
logo and user login accounts and system wide preferences which govern the behaviour of
certain modules.
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Contacts Tab

This lists all contacts
associated to a company
record. You can also add
or remove contacts from
this view.

Layouts/Reports

Print company lists contact
lists, client lists, index cards,
labels and envelopes by
selecting the print button.

Companies & Contacts

The Company & Contacts modules are where you maintain your companies contacts, cus-
tomers, clients, suppliers or however you refer to the people you work with. These modules
are at the heart of the system and are used by other modules for address lookups.

1806086 hub (Multi-User Standard) 2.00.BETAO2 | Permanent
a
new dup del find print
fist detall © show all records
\campany name country. categery Ot (0 e upPliot ) |
B O |calorsa France +334 78200700 Manufacturers
B [ | Cambridge Product Design Ltd United Kingdom +44 1223 845385 Design Services Design Cansultants
B [  canon Audio Ltd United Kingdom +44 1483 740005
B [ | Canon Business Services United Kingdom +44 20 8455 1266 Business Services
B [ Canon Eurcpe Ltd United Kingdom +44 20 B588 8000 Manufacturers
B [ canoninc Japan +B1 33758 2111 Manufacturers
B [ |canon Research Centre Europe Ltd | United Kingdom +44 1344 354800 Manufacturers
B [ Canon UK Head Office United Kingdom +44 1737 220000 Manufacturers Business Systems
B [ capital Cars +44 20 8908 2233 Tourism & Transport. Taxis & Private Hire Vehicles
B [0 |carden Cunietti United Kingdom +44 20 7220 8630 Shops Household Stores
B [ Carl Clerkin United Kingdom +44 20 7249 2021 Shops Household Stores
B [ | casaClaramunt Spagna +34 03 488 25 78 Shops. Household Stores
B [ |casic Computer Co,. Ltd Japan +B1 425 70 7111 Manufacturers
B [ | Casic Computer Co., Ltd Japan +B1425 79 7111 Manufacturers
B [  Casio Blectronics Co.Ltd United Kingdom 44 20 8450 9131 Manufacturers Eectrical Appliance Mfrs
B [0 | Casio European Headquarters United Kingdom +44 20 8450 9131 Manufacturers
B [ | Caterina Fadda Studio United Kingdom +44 20 7928 0024 Shops Household Stores
B [ | Cathay Pacific Airways Ltd Hong Kang +852 2868 3123 Tourism & Transport.
B [ |caz Systems United Kingdom +44 1273 326 471 Shops Household Stares
B [ | Centsur Communications Ltd {HQ) | United Kingdom +44(0)20, B OB Feonemehab (Malti- User 2.00.3ETAQZ | Perramtet
B [ |Centaur Communications Ltd (Wells | united Kingdom 4402
B O |central United Kingdom +44 186!
B [ Central Cars +44 20
B [ | Central Dental Practice United Kingdom +44{c:1‘§ 9 g E
B O cCentury United Kingdom 444 zn'}] " poee
B [ | Chapiins of London United Kingdom +44 20 84
B [ | Charles Page United Kingdom +44 20 74 hisersdninban
i W s ——
B O | Christopher Farr United Kingdom +44 20 Tl A L W L p—
B [ | City Radio Cars +44 20 L2 =
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Companies & Contacts.....

Y b (Multi-User Stand:

d) 2.00.BETAO2 | Permanent

[ 8686

‘companies

-+ Q> OB
-

dup  del  find print

list detail ? expart vCard
Export vCard
title / name company address home address
Click the Export vCard but- TR orpsayIn. ¥ oS
tom to create exported XML first name. Bill strest Linlin
files of the current record sumame Cnan Huicheng District
or fDUnd Set, formatted in job title Project manager town Huizhou City
N company name  Allan International Holdings Ltd county. Guangdong
the gmversal vCa .rd format. i S 2
This file can be imported, department Design Engineering country China
or in some cases drag-and-
dropped into most email
address books info. notes communication  mailing grps involces paymentprofiles & log call
type reference. date time subject account name action
C icat Tab @ Email MAL-1 26/06/2005  3:11:31 pm Change of Address Netification
@ Email MAL-3 19/07/2006 16:37:20 Same Place New Studio
This lists all

communications relating
to that contact; mail, email
(sent through the mMail
module) and phone call
logs.

Glidi |
<] <[> 2] |

keywords

personal details
contact 10 CON-30
occupation
date of birth
spouse
anniversary
children

© email contact

delegate to action date  status
B
ens Edit Call Log
® Outgoing O Incomming
date / time Thursday, 28 September 2006 22:28
com ID CMU-1
subject Missing Parcel
© add note

28/09/2006 st 22:33:35

Spoke to Kim regarding a missing package #90036540.
She will look inta it and get back to us tomorrow,

status Open
follow up action

action
delegate to
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Mailing Groups Tab
Mailing groups enable you
to subscribe indinidual
contacts or list of contacts
to a mailing group. This is
useful when you are
creating marketing
campains or mail shots
and is used by the mMail
module for sending letters
and emails to large groups
of people.

Layouts/Reports

Print mailing lists, labels and
envelopes by selecting the
print button.

Companies & Contacts.....

| 868

hub (Multi-User Standard) 2.00.BETAO2 | Permanent

list

title / suffix
first name.
surname

Job title
company name
divisian

department

infa

title

[+ R+ 0

new  dw  del

find  print

titla / name

Mr. company 1D COM-29
Bill street Linliny
Chan Huicheng District
Project manager town Huizhau City
Allan Intarnations| Holdings Ltd ‘county Guangdang
postal code PRE

Design Engineering country China

notes communication  malling grps invoices

Youmeus Change of Address 23/06/2005
Youmeus Change of Address 17/07/2006

Email
Email

company address

delivery  date
23/06/2005
17/07/2006

quick find
k(<[> I

home address parsonal details keywords

contact 10 CON-30
‘accupation

date of birth

spause

anniversary

children

payment profiles @ subscribe to group
lacation note
@ company

® company




Detail Tab

You'll find fields for
addressee, salutation, name
(used to define how you
prefer to address your mail),
category, date, mailing
group, message, signature
and footer.

mMail
mMail is a mail-marketing module that can be used to compose and log your marketing
communications. You can create and store letters or emails and mail or email them to a

group of contacts.

9066

Youmehub (Multi-User Standard) 2.00.BETAQ2 | Permanent

companies

new  dup

addressee
alt. addressea
salutation
salutation name

alt. saltn. name

contacts

o

del  find  print

detail edit mailing groups (]

addressee / salutatipn

email to group

Prefix. LastName mMail 1D MAL-1 attachment
Customer status Degft

Dear category Nelws Letters

FirstName data 17/09/2006

Customer

Edit Mailing p
Click the edit mailing
groups button to create,
edit or delete mailing
groups.

Email To Group

Click the email to group
button to email the mMail
record to all recipients in
the assigned mailing group.
Emails are sent to and
processed by your email
client software.

Attachment

You'll can also add a file
attachment to a mMail
record by clicking on the
attachment field. This is
useful if you are sending
the record as an email with
attachment.

Layouts/Reports

Print letters, labels and
envelopes by selecting the
print button.

group / contact
title

messaga

group Csingle  Client News Letter | letter

Expo! Expol

1 hope you're planning to attend Expo! Expo! The De:

London 29 November - 1 December 2006 at the Lon

and convention organizer's education, networking an
ibitor in Expo! Expo! ABC experts in Boath

s, and helping you make enlightened

work for you now and into the future.

Attend the exhibition for FREE by filling out the attached VIP C

ign Council's Anaual Meeting and Exhibition in
jon Business Center. It is the premier exhibition
solutions event. ABC Company will participate
28 will zssist you by assessing your needs,
|ensices about products and services that will

y ExpolExpal Pass form

signature

Browse

Fax o E-mal the form by 18 November and receive
marning educational sessions, Expol Expol exhibition

Full-Day Pass that will give you access ta
and lunch on the trade show floor. Set in a

netwarking environment, tha date and hours for this high-touch exhibition are:

Wednesday, 30 November 2005
11:30 a.m. - 5:00 p.m.

contgets in this group

Nick [Henley | company | Level 2, United Kingdom

Davifl Jones | company | Level 2, United Kingdem

Michlle Ginno | company | Level 2, United Kingdom
Richgrd Henderson
Sam|Nickson | company | Green Hall, United Kingdom
Jane|Letterworth | company
Toshlya Furusawa | company | 10th Fl., Jaong-ang Bldg, Korea, Sauth

Ayn-lfoung Koh | company | 10th Fl., Joong-ang Bldg, Korea, Sauth

quick find

company | Green Hall, United Kingdom
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Calendar

The Calendar module is for managing general office and staff appointments. You can
toggle between month, week and day screens to view appointments.

Filter Calend.
The filter calendar field foviscd Manday Tuesday Wednesday Thursday Friday Saturday
allows you to show or hide 26 27 T B “'gfggg ::y@ml?“ : z

individual staff appoint-
ments from the screen
giving an uncluttered view
of their appointments.

A
PP

; 10 11 12 A0 13 14 12100 AD Lunch with Jim 15 16
Click on a date to go there, i A kv ik "
shift-click creates a new
appointment.

17 12:10AD Lunch With 18 19 AD Holiday 20 AD Haliday 21 AD Haliday 22 AD Holiday 23

ppoi Items

Click on an appointment
item to edit it.

24 25 14:20 L Magpie Brief

[l [ ] —
00| Lg Bowse 1600 *°

14



Detail Tab

You'll find fields for
title, issue, date and
category.

Email Button

Click the email button to
email the record.

Attachment

Click the attachment field
to add a file attachment to
the record.

Layouts/Reports

Print a note by selecting the
print button.

Notes
The Notes module is where you can store general office notes, articles, technical knowledge
records etc. You can also email a note with a single click.

Youmehub (Multi-User Standard) 2.00.BETAQ2 | Permanent

Enabling root password

note 1D HOT-3 attachment
titte Enabling root password
issue o1
date 01/12/2006
category IT Knowlage-Mac OS.
note

Enabling the root password (three ways)

Strong Warning: You should enly enable root if you really really need it, really know what it's for, and realize the security implications of enabling root! You can do everything you need to do with "su do, s root is.
rezlly not needed ... with that said, here's how to enable it - please understand what you're doing and why before you do this!

The “root” user (also known as the superuser} is the mast pawerful UNIX account. The root account can do anything to any file or folder, anywhere on the system. For that reasan, it's considered quite dangerous, and
only needs to be used (occasionally) by advanced users.

Because of the dangers of operating as roat, Apple has chasen to hide the root account in 05 X Final. Howewer, there are a number of ways to enable it. The easiest is to boot off the install CD, and look under the
Install menu for the "Passwiord Reset” option. You can use this to change your own password if you forget it, and to enable the root account. This utility will not run if you copy it ta your hard drive! Tt only works when
boating fram the CD.

Read the rast if you'd like ta know how ta do this from within OS X, 2nd skip the CD-basad

The second easiest way to enable root is to start 2 terminal sessian, and type:
sudo pesswd root
You will be prompted for a new password to enable root access. Many find this easier than

The hardest way to enadle roct is to use the Netinfo Manager application {in Application:

1. Open NetInfo Manager

2, Select "Users” from the second list.

3. Select a user you created andnd know the password for!

4, Double-click on the value across from "passwd” and copy it. It is the encoded form of the
5. Select "root" from the list of users. Find the "passwd® value {default is "*") and paste ove
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Submit Time Sheet

Click the submit time sheet
button at the end of the
week to mark the record

‘Submitted.

Administrators can approve

a time sheet record by
clicking on the approve
time sheet button to mark
the record ‘Approved:

Items Tab

The items table displays the
time sheet entries for that
record. You will find fields
for job number, activity,
hours worked, hours billed
and hourly rate. Clicking on
the plus symbol in the day
field will create a new time
sheet entry for that day.

Layouts/Reports

Print staff time sheets by
selecting the print button.

16

Time Sheets

The Time Sheets module is where staff log their time spent on specific jobs. The items table
is used to log the date, job number, activity, hours worked, hours billed and hourly rate.
Time sheet entries are automatically tracked by the Jobs module giving project managers
an up to date view of accumulated time costs spent on a particular job.

8ene hub (Multi-User Standard) 2.00.BETAO2 | Permanent
chrischristou | 30/11/2003 - 06/12/2003

account name chrischristou time sheet ID TMS-15
week starting 30/11/2003 status ‘Submitted

items

job # activity hours worked hours billed  hourly rate cost

Sunday
30/11/2003
Monday JOB-101-0005 | Liason/Support | HK/China visit, Eagle2 7.5 Hrs 7.5 Hrs. GBP 50.00 GBP 375.00 ﬂ
01/12/2003
mewmﬁwmﬂ 7.5 Hrs. 7.5 Hrs GBP 50.00 GaBp 375.00 u
D2/12/2003
Wednesday €3 JOB-101-0005 | Liason/Support | HK/China visit, Eagle2 11 Hrs, 7.5 Hrs Gep 50.00 GBP 375.00 m
03/12/2003 JOB-101-0004 | Concept Design/Definition 3.5 Hrs. 3.5 Hrs Gep 50.00 GBP 175.00 m
Thursday JOB-101-0005 | Liasan/Support | HK/China visit, Eagle2 7.5 Hrs 7.5 Hrs Gep 50.00 GBP 375.00 m
D4/12/2003 JOB-101-0004 | Concept Design/Definition 4 Hrs. 4Hrs GBP  50.00 GBP 300.00 m
Friday n JOB-101-0005 | Liason/Support | HK/China visit, Eagle2 7.5 Hrs 7.5 Hrs. GBP 50.00 GBP 375.00 n
05/12/2003
Saturday
06/12/2003

-




Expenses

The Expenses module is where staff log their company expenses. The expenses table is used
to log the date, account code, description and cost. Staff can then submit the expenses
table to the Purchasing module to raise a purchase order for payment.

8eoe (Multi-User Standard) 2.00.BETAO2 | Permanent

bmit Exp Sheet
Click the submit expense account name  kathyfarsyth currency cap exp.sheet ID EXP-32
sheet button to submit period 21/04/2006 - 25/04/2008 skatus Submitted
the expense table to the
purchasing module. itoms @ additem

This automatically raises a

date ‘account code receipt # description netcost tax % tax gross cost billed to job #
purchase order for

21/04/2006  6-1100 | General Expenses 1 Magazines (Drapers Record) GBP 6.00 GBP 000 GBP 600 (Lumbiliob ] j08-114-0002 £

payment. 22/04/2006  6-1100 | General Expenses 2 Magazines (Vogue) csp 160 e8P 0.00 GBP 260 (undilion, ] 08-114-0002 Y

i’ £-3000 | Travel & 3 Travel (Garrards Cross to Londen) Gep 1250 cap ooc Gep 1250 [unbilih ] jo8-114-0002 B

Items Tab 22/04/2006 _ 6-3000 | Travel & 3 Travel G 770 csp oo cep 770 (unbiliob ] 081110002 Y

6-3000 | Travel & 7 Travel (Garrards Cross to Beaconsfield) Gep 260 GeP 000 cep 260 (gunbilioh ] on-114-000z Y

The items table displays the 23/04/2006  6-3000 | Travel & Entertainment 8 Travel (Londen Busses) G8P 150 ceP 000 GBP bilio B
expense sheet entries. You 22/04/2006  6-1100 | General Expenses 4 Materials GBP 804 1750% GBP 156 GBP B
will find fields for date 25/04/2006  £-1100 | General Expenses 10 Materials GBP 4160 1750% GBP  7.30 GBP B

- 22/04/2006  §-1100 | General Expenses 5 Materials GEP 2892 1750% GBP 508 GBP | x|

account code, activity, 3/04/2006  6-3000 | Travel & i ° Travel (Londen Taxi} GEP 800 GBP 000 GBP B
hours worked, description 25/04/2006  6-1100 | General Expensas 11 Binding GBP 3404 17.50% GBP 506 GBP . nibilioh ) so8-114-0002 B

and cost. Clicking on the
add item button will create
anew expense sheet entry.

Bill to Job Butt:
Expense items can be billed T—
to any active job by clicking
on the bill to job button.
This creates a job expense -
entry in the jobs module.
= .
Layouts/Reports ——— -]
Print staff expense sheets P —
by selecting the print — TS = Tl T
button. J Y —
=T ——
S T
" —
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Detail Tab

You'll find fields for product
code, title, manufacturer/
publisher, category and
status (used to identify the
product) and purchasing
cost, price, taxable, weight
and default selling
quantities used by the
invoices module. Taxes are
calculated based on the
tax value found in a given
invoice.

Product Groups Tab
Product groups enable
you to subscribe products
to a product group. This is
usefull if you regulary sell a
specific group of products.

Sales Tab

The sales screen displays

all sales of that specific
product. The filter fields
allow you to filter the list by
date range. This is useful if
you want to see the total
sales of that product during
a specific period.

Products (Sales)
This module contains an inventory of all the products you offer and is called upon by the
Estimates, Sales Orders, Invoices and Jobs modules when rasing sales orders and expenses.

Youmehub (Multi-User Standard) 2.00.BETAQ2 | Permanent

detall

product info
product code  0002.8

title Product B
manf. / publisher BCD Software

description

info produgt grps
purchasjng

purchasing cost | B.99
default order 20

in stock

@ edit product groups

noles

sa

salling
price

default selling|
taxable
weight

sales orders

company name
street

town
county
postal coda

country

1288

& yes
0.5kg

supplier address

JB Office Supplies Ltd

356 Station Road

Landen

W1 2FR

United Kingdom

praduct
thurmbnail

company ID
contact ID
phane

fax

email
wabsite

supglier

supplier info

COM-6

+44(0)20 7208 B6SSS
+44(0)20 7205 £6544
print@;b-office.co.uk

wiw jh-office.co.uk

o ves

@

3

quick find
IEIE3ED -
aurrency cap
category Saftware
158N
status
catalogitem [ ves

Product Tt bnail

Click here toinserta
product image. A dialog
window will prompt you
forafile toimport. You can
import many image and
media files.

Layouts/Reports

Print product lists, product
specification sheets,
product catalogues and
sales reports by selecting
the print button.




Estimates, Sales Orders & Invoices

Estimates & Invoices modules track all your sales of products, job time costs and
expenses. Estimates & Invoices maintain their own copies of a billing and shipping
address information. The reason for this is to keep a database of historical orders.

Detail Tab

You'll find fields fororder ¢+ | e shipta
date, invoice date, billing & s e
shipping contact info, title, invaice # INV-000-0001

items and payment status. arder date 28/02/2007
invoice date 28/02/2007

title “Your order of 10/09/2006
TG Media Group © TG Media Group aurrency cep © weight 15
34 Sono Street 34 Scha Street job# iR shipping status  Shipped
POF WA shipping date | 05/03/2007
Landen Landon estimate # ship via Fadtx
dient 1D 000 tracking # 8304004
W1 2H) w1211 cmpany ID -~ COM-10 v
intry Uited Kingdam United Kingdam contact 10 v

Record Payment Button

The 'record payment’button
enables you to record the
payment method and
amount. You can record as
many payments as you like
until the full balance is met.
You will then be prompted
to change the invoice status
to paid.

AT 75 R

i1

| email info@tg-media.co.uk @ |
| website: wwwr.tg-media.co.uk CF

g

@ sdditem ) add product group items [+

Items Tab
The items table displays
the line items relating to EREANIR Pai | becs dues G0
that invoice record. You will D cheque || HSBC | 23-03-98 | 100213
find fields for description,
quantity, unit cost and tax
rate. Clicking on the arrow
in the product code field
will open a search window
to the products database.

Here you can search for Yy
a product to add to the .
invoice items. You can also —

add a bundled group of
products to an invoice by
clicking on the add product
group items button.

Notes Tab

The notes screen enables
you to enter notes relating
to that invoice. Clicking on

the add notes button will
create a time stamp placed

at the beginning of each
note entry.

Layouts/Reports

Print estimates, sales
orders, invoices, lists, and
envelopes by selecting the
print button.
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Detail Tab

You'll find fields for product
code, title, manufacturer/
publisher, category and
status (used to identify the
product) and purchasing
cost, price, taxable, weight
and default selling
quantities used by the
invoices module. Taxes are
calculated based on the
tax value found in a given
estimate, sales order or
invoice.

Products (Purchases)
This module contains an inventory of all the products you regurley purchase and is called
upon by the Purchases module when rasing purchase orders.

806 Youmehub (Multi-User Standard) 2.00.BETA02 | Permanent

aaans

new del find print

quick find
dota IEIE3ED °
product info supplier address supplier info
supglier ref.  EPS-TO10 company name | 1B Office Supplies Led company I+ COM-6. urrency =13
title: Black Ink Cartridge street 356 Station Road contact ID category Office Products
manf. / publisher Epson Carporation phane +44(0)20 7205 66555 account code IR0
descripbon T010 Light Capacity Black Incellidge™ Ink  tgun Landan fax +44(0320 7205 66544 Sffce Sirney
cartridge for low valume use offers imaroved -
print quality, flexibility, reliability and also county. emal print@jb-office.co.uk @ 158N
ISIE‘M fistvé:sssq:h;r;;:ed in canjunction with postal code Wi 2FR website www_jh-office.co.uk @ status Hat Ttem
‘country United Kingdom supplier & ves

info notes

purchasing

net cost 1154 GBP praduct
default arder & thumbnail

taxable [ ves

Product Tt bnail

Click the product thumbnail
field to import a product
image. A dialog window
will prompt you for a file to
import. You can import a
number of different image
and media file formats.

Layouts/Reports

Print product lists, product
specification sheets,
product catalogues and
sales reports by selecting
the print button.
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Detail Tab

You'll find fields for order
date, order reference, order
with, billing & shipping
contact info, title, items and
payment status.

Record Payment

The 'record payment'button
enables you to record the
payment method and
amount. You can record as
many payments as you like
until the full balance is met.
You will then be prompted
to change the purchase
order status to paid.

Bill to Job

Purchase order costs can
be billed to any active job
by clicking on the bill to job
button. This creates a job
expense entry in the jobs
module.

Items Tab

The items table displays the
line items relating to the
purchase order record. You
will find fields for descrip-
tion, quantity, unit cost and
tax rate. Clicking on the ar-
row in the description field
will open a search window
to the products database.
Here you can search for a
product to add to the order
items.

Notes Tab

The notes screen enables
you to enter notes relating
to that invoice. Clicking on
the Add Notes button will
create a time stamp placed
at the beginning of each
note entry.

Layouts/Reports

Print purchases lists,
account code lists, purchase
orders, remittance advice
notes and envelopes by
selecting the print button.

Purchases
The Purchasing module tracks all your purchase orders and expenses. As in the invoices
module, purchases maintain their own copies of billing and shipping address information.

—fist————detait——— &) record payment

Youmehub (Multi-User Standard) 2.00.BETAQ2 | Permanent

(@) email purchase order [ bill to job

payments

order with Billte e »
PO # PO-1 addressee Philip White Accounts Department
order date 20/09/2006 company 1B Office Supplies Ltd Sample Company Ltd
order ref. BOO575654 street 356 Station Road 207 Oxford Strest
invoice #
contact name  Philip White. town Landon London
phone +44(0)20 7205 66555 county
email mail@youmeusdesign.com @ postal code W1 2R W12 7HH
website wwwr.jb-office.co.uk @ country United Kingdom United Kingdom

items notes © =dd item
account code description delivery date aty
61500 ¥ | EPS-TOCS | Colour Ink Cartridge 5
Office Supplies
61900 ¥ | EPS-TOL0 | Black Ink Cartridge 5
Office Supplies
61900 ¥ | 3M-GL260 | 3M Spray Mount fideasive 400mI 2
Office Supplies

v

payment terms 30 days
payment status | balance due: G8P 218.2 discount %

ship to
Philip Green

Sample Company
207 Oxford Street

Landen

W12 7HH
United Kingdom

unit cost
cap 22.02

net cost
discount.
total net
total tax
total gross

d

cap

cap

=13

(=13
cBp
cep
GBP
GBP

quick find

<[ <[> >

title Art Materials
currency cap
shipping status  Pending
billed to job #
company D - COM-6
contact 1D CON-11
net cost tax % gross cost
110107 17.50% - gap 129.37
x
57701 17.50% - Gap 67.80
x
17801 17.50% - Gap 21.03
x
cap
185.70
0.00
185.70
32.50
218.20
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Detail Tab

You'll find fields for project
number, name, description,
start & end dates, status,
notes etc.

JobsTab

This lists all associated jobs
and their status. You can
also add or remove jobs
from this table.

Projects & Jobs

Each project can have any number of jobs attached to it, each with its own time costs,
job expenses, schedules and file assets. Similarly you can attach schedules and file assets
directly to a project.

project #

start / end date  01/02/2007

Schedules Tab
This lists all associated
schedules. You can also add
or remove schedules from
this table.

Files Tab

This lists all associated file
assets. You can also add or
remove files from this table.

Bill Job

The bill job button will
collect all accumulated
time costs and expenses
associated to that job and
compile an invoice
addressed to the client.

Layouts/Reports

Print project &job lists, job
time sheets, job expense
sheets and job cost reports
by selecting the print
button.

22

Marketing

projact info client address cliant infa
PRI-AVN-0001 company name  Avon Avistion company ID © COM-2 © status Active
Hawk = Green Hall contact ID. - CON-4
Airbus A3B0 first class seat design. ‘Whatfield Road phane +44(0)2865 384000
town Ipswich fax. +44(0)2865 384080
county Suffolk emai mail@avon.com @
postal code 1P QUN wabsite wiww_avon.com
‘country United Kingdom dlient / 1D yes AN
jobs ules i notes. @ =dd team mamber
P Richard Hendersan Avon Aviation richardh@aven.com +44(0)2865 384088
Mrs.  Jane Letterwarth Avon Aviation letterworth.jane@avon com +44(0)2865 384023 B3
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Detail Tab ——

This screen displays a gantt
style visual of the schedule.

Edit Activity List

You can modify or generate
your own activity lists and
coloured bars by clicking on
the edit activity list button.

View Schedule Items ———

The schedules table
displays a list of all the
schedules items; title, start
&end dates, activity and
actions. You can add or edit
milestones, deadlines
actions, and activities.

Layouts/Reports

Print schedule lists and
gantt charts by selecting
the print button.

Schedules

Schedules allow you to detail individual project or job programmes, with deadline actions
and activities attached to each phase.

01 Feb, 2005 22 Feb 16 Mar 06 Apr 27 Apr 19 May
title start end ‘ timescale | | | action | status
Project A C: oy/q2/2005 01/03/2005 (ESEESEIED Waiting
Project A Concept Presentation  02/03/2005 02/03/2005  1day + Waiting
Project A Design Development  09/03/2005 12/03/2005 4 days & Waiting
Project A Design Presentation 13/03/2005 13/03/2005  1day + Waiting
Project 8 Concept Design 03/03/2005 23/03/2005 21 days < admin Waiting
Project B Concept Presentation  24/03/2005 24/03/2005 1 day * admin Waiting
Project 8 Concept Internal Review  25/03/2005 25/03/2005  1day * admin Waiting
ject B Feasibility 26/03/2005 02/04/2005 8 days = admin Weaiting
oject B Feasibility Team Review  05/04/2005 05/04/2005  1day 4 admin Waiting
Ploject B Design Development 21/04/2005 11/05/2005 21 days. < admin - Waiting
oject B Devalopmant Team 12/05/2005 12/05/2005  1day admin 4 Waiting
oject C Concept Design 01/04/2005 21/04/2005 21 days. < Waiting
Ploject € Concept Presentation  22/04/2005 22/04/2005  1day * Waiting
oject C Feasibility 23/04/2005 20/04/2005 7 days
ject C Feasinility Team Review  30/04/2005 30/04/2005  1day
oject C Design Development  03/05/2005 14/05/2005 12 days
Ploject € Design Development  17/05/2005 17/05/2005 1 day
view schedule itams.
SCH.2 title NPD Project Timings | .. - - —
T rvion SRR -
SR B e .
RS GRS -
(S 0SS .
mSE AW fi —
WS AN -
T msE ey .
PRSI -
- et P

1!

I%

TR TR T

09 Jun, 2005

PEES

——
-

activity list
Briefing
Concept Design
[E pesign Definition
[E] Design Development
[T Feasitility.
[l trternal Review
[[] Modeimaking
[l Presentation
B Praduction
[[] Research
[l T=am Mesting

e -

- g

: o B
———y g Pt
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Detail Tab

You'll find fields for title,
description, group,
category, project & job
numbers etc. Click the
import file button to import
a file into the record.

You can import several files
into the record, each with
its own version number and
notation.

Layouts/Reports

Print file lists by selecting
the print button.

24

Files
The files module contains an inventory of all your digital file assets. Digital records can be
imported and linked to a project or job record.

FIL-1 | Hawk Proposal

fila info
file ID FIL-i project &+ PRI-AVN-0001
| title Hawk Proposal job #
| aaraiion Project program and propesal. Hawk

Office Documents.

‘description.
group. Proposals.
eategjory;

files @ import file

Hawk Proposal 02.doc
17/10/2006 | versian: 2

Hawk Proposal doc
19/09/2006 | versian: 1 8ene Edit File Item

version 2
date 17/10/2006
e

tmm e T Hawk Proposal 02.doc

!
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DetailTab ———

You'll find fields for make,
model, serial number,
manufacture, support

contact etc.

InfoTab ————

This details hardware
specification information
and system accounts &
passwords.

Installed Software Tab

This lists all installed
software.

Notes Tab

The notes screen allows you
to enter notes relating to
the hardware record. Click-
ing the add note button will
create a time stamp placed
at the beginning of each
note entry. This is useful if
you want to keep a log of
services, repairs etc.

Layouts/Reports

Print hardware lists and
labels by selecting the print
button.

Hardware

This module is where you maintain an inventory of all your office hardware assets. You can
store information on the serial number make/model, specifications and maintain a log of
services and repairs.

[ 066 b (Multi-User Standard) 2.00.BETAO2 | Permanent
aBs
new del  find print
quick find
cota <[ <[> > I
make / madel support address support info
hardware ID HDW-1 company name T Solutions Ltd company 1D COM-11 customer 1D 3005644
make Apsle street 9 Empire Way contact 1D suppart period  20/06/2006  20/06/2007
model Mac Pro shane +44(0)2394 784700 category Computer/Workstation
model # town Partsmouth fax +44(072304 784733 department  Design
serial # QU744185KP4 county Hampshire email mail@itsolutions.co.uk @ status In Use
Aaple Computer Inc postal code P08 7GF website wwwitsolutions couk @
manf. website  www.apple.com @ country United Kingdom supglier & yes
int installed software os & add account
hardware|spec account name Iogin name passward access level description
name MAC-001 laccounts Philip Graen shilipgreen Administrator B
05 1320540, Paul Weatherhead palweatherhead Standard x|
CPU type Intel® Core™2 Extrema
num. of CPUs 2
CPU speed 2,85 Griz dual
memary 268
0 capachy E0GH ane Vownehab (Malti User Starcsd) 2.00.BETAL2 | Merrasert
i T L- 1 - R —— - o donarac
graphics NVIDIA GeForce 7300 GT

netwark profile

network name  MAC-001
1P agdress 192.168.0.1
mac address  00:06:74:22:19:CL
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Detail Tab

You'll find fields for software
title, publisher, description,
support contact etc.

Licenses Tab

Store details on software
version, platform, and the
hardware it is installed on.

Notes Tab

The notes screen allows you
to enter notes relating to
the software record.
Clicking the add note
button will create a time
stamp placed at the
beginning of each note
entry.

Layouts/Reports

Print software lists and CD
labels by selecting the print
button.

26

Software

This module is where you maintain an inventory of all your computer software assets. You
can store information on the publisher, software title, versions and licence keys.

Y hub (Multi-User Standard) 2.00.BETAO2 | Permanent

([ 868

[+ < QNS

new del  find print

detail

make / madal

software ID S0F-2 company name
software title  Office:Mac street
publisher Microsoft Corporation
pub. website www.microsoft.com/mac &) tewn

e Microsoft® Office 2004 for oty

Mac provides the intutive,
intelligent tools you need to postal code

e o
lice: sts @ edd license
egi i platforms
Philip Green Sample Company Ltd  Max OSX

Paul Weatherhead Sample Company Ltd  Max OSX

support address

quick find

k<> [0

support info

IT Solutions Ltd company 1D COM-11 customer 1D 3005644
9 Empire Way contact 1D support period
phane +44(0)2304 784700 category. Business

Partsmouth fax +44(0)2304 784733 degartment Design
Hampshire email mail@it-solutions.couk @ status InUse
POB 7GF website www it-solutions.co.uk @
United Kingdom supplier yes

versian registration code installed on note

128 DE000-00000-D0000-00000 MAC-001

126 08000-00000-00000-00000 MAC-004

ano

Youmehab MMl User Stardurd) 2.00.ETAG2 | Perranert
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System Requirements

Macintosh

Hardware Requirements:

Macinatosh computer with

PowerPC G3, G4, or G5 processor;
Macintosh computer with Intel-based
processor;

256MB of RAM, CD or DVD drive;
Hard Disk drive, Display with
resolution of 1024X768 or higher

Software Requirements:

Mac OS X 10.3.9 for PowerPC proces-
sors; 10.4.5 for intel-based processors;
FileMaker Pro 8 or higher for
(Multi-User) products only

Network Sharing Requirements:
TCP/IP

Windows

Hardware Requirements:
Intel-compatible computer with
Pentium Il 500 MHz or higher
250MB of RAM, CD or DVD drive;
Hard Disk drive, SVGA video adapter;
Display with resolution of 1024X768
or higher

Software Requirements:
Windows 2000 (Service Pack 4),
Windows XP (Service Pack 2);
FileMaker Pro 8 or higher for
(Multi-User) products only

Network Sharing Requirements: -/ W
TCP/IP

CLUEEEN \WINDOWS






