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Disclaimer  
The instructions and descriptions contained in this manual were accurate for the system 

at the time of publication.  MIMICS System product contents, however, are subject to 

change without notice.  Therefore, MIMICS, Inc. assumes no liability for damage 

incurred directly or indirectly from errors, omissions or discrepancies between the 

product and the manual.  

  

Statement of Confidentiality  
MIMICS, Inc. has prepared this document for the explicit purpose of providing a training 

manual for the client. The information contained in the document is confidential and 

proprietary to MIMICS, Inc. It has been made available to you solely for the purpose of 

providing a training guide for the MIMICS System users and other members of the 

implementation project at your site.  In no event shall all or any portion of this 

document be disclosed or disseminated to those not affiliated with your company or 

not affiliated with the implementation project without the express written permission of 

MIMICS, Inc.  Thank you for your cooperation in helping MIMICS to protect our 

intellectual property and maintain our competitively priced products.  

  

  

  

  

  

Copyright © MIMICS, Inc.  
(This document is formatted with an Eco-friendly font)  
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About this Document  
  

Introduction  
This is an introductory training manual for any type of user.  It follows a sequential order 

for the processes that have been defined for each specific feature. The information 

included in this manual is very general and is not meant to define any of the client’s 

specific procedures.  

  

General Outline  
This document contains specific information about the MIMICS System. The document 

utilizes print screens (screen shots) to provide visual aid and a navigation path to 

provide the location of the screens in the system. Ribbon System Navigation will be 

defined in the following format:  

Tab | Group | Button  

User’s Guides will primarily contain two-column tables defining fields and providing 

explanations/descriptions of the fields.  Similarly, the name of a field may be in bold 

followed by a description of that field in some parts of the document.  In some cases, 

example and sample entries are included.  We have used visual cues such as red 

outlines and arrows to point out important fields as well as written instructions that are 

preceded by ‘NOTE’ for extra emphasis. Finally, where necessary, we have provided 

explanations in paragraph form to provide background information or supplementary 

information for the users.   
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Login  
  

Login Screen  
Both Customer Administrators and Customer Users will log in through the same login 

screen. The web portal will determine if the login credentials are that of an  

Administrator or that of a User. The menu items available after login will be different for 

Administrators versus Users.  

 

 
  

  

Field  Description  

User Name  Enter your assigned User Name/User ID.  

Password  Enter your Password and press Enter, or manually press the Login 

button.  
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Change Password  
If the account you logged on with is flagged to require a password change upon the 

next login, the Change Password screen will appear automatically. After you change 

your password, you will then be asked to log in again.  

  

  
  

Field  Description  

User ID  Enter your assigned User Name/User ID.  

Current Password  Enter your current password.  

New Password  Enter a new password. This must conform to the password rules 

configured in the system.  

Confirm New Password  Enter the new password again. It must match the New Password.  

Update  Press this button when complete. This will then ask you to log into the 

website again.  
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Administrator Login  
  

Main Menu  
  

  
  

Field  Description  

Modify Password  This menu item will take you to the Modify Password screen.  

User Setup  This menu item will take you to the User Setup screen.  

User Setup Report  This menu item will display the User Setup Report in a new tab.  

Standing Order Setup  This menu item will take you to the Standing Order Setup screen.  

Enter Cash Order  This menu item will take you to the Enter Cash Order screen.  

Logout  This menu item will log the current user out of the system.  

Upcoming Holidays  This grid will display all of the Holidays loaded into the system that all 

within the next 30 days (as compared to the system date).  
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Modify Password  
You can change your password at any time through the Modify Password screen. 

 
  

  

  

Field  Description  

Current Password  Enter your current password.  

New Password  Enter a new password. This must conform to the password rules 

configured in the system.  

Confirm New Password  Enter the new password again. It must match the New Password.  

Update  Press this button when complete. This will then save your new 

password, which will be used the next time you log in.  
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User Setup  
As an Administrator, you will be responsible with setting up and maintaining any Users 

for your company that should have access to the Cash Order Web Portal. This screen 

will allow you to add, modify and delete users, and to assign access to any Accounts 

and Locations they should be able to place orders for.  

  

   
Field  Description  

User Grid  This grid will save one record per user.  

Add (+) button  Press this button to add a new User for your company. This will display 

a pop-up screen asking for the required information.  

Edit (pencil) button  Press this button to modify the existing user. You could do this to reset 

their password or change their limits.  

User ID  Assign a User ID for the new user.  

User Name  Specify the full name for the new user.  

Password  If adding or changing the user’s password, then assign a password 

that you will inform to the user.  
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Field  Description  

Force Change  If you check this checkbox, it will require the user to change their 

password the first time they log on.  

Disabled  If you check this checkbox, the user will not be able to log into the 

web portal any more.  

Order Limit  Optionally, specify the limit for any one order submitted.  

Daily Limit  Optionally, specify the limit for all orders for one Delivery Date for the 

user.  

Last Order Date  This is a read-only field and will display the date the user last placed 

an order.  

Delete (x) button  To totally delete a user account, press this button. It will ask you to 

confirm if you want to really delete the user.  

Account Access Grid  This grid will be filtered automatically to show only accounts for the 

User selected in the top grid. Please note that you will need to click on 

the row in the User Grid to be able to view or update records in the 

Account Access grid.  

Add (+) button  Press this button to add an additional account (if your company has 

multiple) to the list of accounts this user has access to submit orders 

for.  

Account Number  Enter the Account Number.  

Account Name  Enter the full Account Name.  

Delete (x) button  Press this button to remove access for this user to this Account and all 

related Locations.  

Location Access Grid  This grid will be filtered automatically to show only locations for the 

User selected in the top grid and the Account selected in the second 

grid. Please note that you will need to click on the row in the Account 

Access Grid to be able to view or update records in the Location 

Access grid.  

Add (+) button  Press this button to add an additional location (if your company has 

multiple) to the list of locations this user has access to submit orders 

for.  

Location Name  Enter the Location Name.  

Delete (x) button  Press this button to remove access for this user to this Location.  
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User Setup Report  
Pressing the User Setup report will display a preview of the User Setup Report in a new tab.  

  

   
  

Field  Description  

Printer button  Pressing this will send the report to your standard printer.  

Export button  Pressing this button will give a list of file options to save the report in, 

including PDF, Excel, Word, and CSV.  
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Standing Order Setup  
  

  
  

Field  Description  

Standing Order Grid  This grid will display all existing Standing Orders.  

Add (+) button  Press this button to add a new Standing Order.  

Standing Order ID  This will be a unique identifier for the Standing Order setup.  It will be 

generated automatically and will be read-only.  

Account Number  Select the Account Number for this Standing Order.  
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Field  Description  

Location  Select the Location for the Standing Order.  The list of options will be 

filtered for the Account Number selected in the column to the left.  

Carrier  Select the Carrier for this Standing Order. This will default in 

automatically based on the Location.  

Frequency  Select how frequently the standing order should be processed.  

Start Date  Select the first date the standing order should be processed on.  All 

subsequent dates will be calculated from this start date based on the 

frequency selected.  

Total Value  Enter the total value of the standing order.  

Active  Check this checkbox if you want this Standing Order processed on an 

ongoing basis.  If unchecked, the Standing Order will be skipped.  

Skip Next  Check this checkbox if you to skip the next iteration of this Standing 

Order.  

Order Details    

Notes  Specify the Value of each note denomination for this Standing Order.  

Coins (Rolled)  Specify the Value of each rolled coin denomination for this Standing 

Order.  

Coins (Boxes)  Specify the Value of each boxed coin denomination for this Standing 

Order.  

Coins (Bagged)  Specify the Value of each bagged coin denomination for this 

Standing Order.  

Special Instructions  If any supplies are to be included in this Standing Order, you can 

specify it here.  
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Enter Cash Order  
Users that you set up will be able to create Orders for the locations they have access to (within their 

limits). However, as an Administrator you will also be able to create Orders for any Location as a 

fallback, with no limit.  

  

   
 

Field  Description  

Entry Date This will default to be the current system date 
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Field  Description 

Delivery Date  Specify the date the order should be delivered.  

Customer ID  Your company’s ID will default in automatically.  

Account Number  Select the Account Number for this order.  Selecting this will fill in the 

Account Name.  

Account Name  Select the Account Name for this order.  Selecting this will fill in the 

Account Number.  

Location  Select the Location of the selected Account Number for the order 

being placed.  

Carrier  Select the Carrier who will deliver the order.  

Customer Contact  This will default in your User reference.  

Total Value  Enter the total value of the order as a cross-check.  The system will 

verify that this figure matches the sum of the denomination values 

entered below.  

Enter button  After selecting the above fields, click this button to initialize the order.  

This will display the denominations in the grids below to be entered.  

Once this button has been clicked, you will not be able to modify the 

fields described above.  

Limits  As an Admin, you will not have any limits.  

Order Limit  This will display the User’s value limit per order.  

Daily Limit  This will display the User’s value limit per day.  

Used Today  This will show the value of all orders placed by the User today.  

Available  This will be the Daily Limit minus the Used Today value.  

Notes  Specify the Value of each note denomination for this Order using this 

grid.  

Coins (Rolled)  Specify the Value of each rolled coin denomination for this Order 

using this grid.  

Coins (Boxes)  Specify the Value of each boxed coin denomination for this Order 

using this grid.  

Coins (Bagged)  Specify the Value of each bagged coin denomination for this Order 

using this grid.  

Special Instructions  If any supplies are to be included in this Order, you can specify it here.  

  

    

  



MIMICS, Inc.  

Vault Cash Orders Web System User’s Guide  

Page | 16    

 

View Order  
  

This page is used to view existing orders.  

 
  

By default system shows today’s Cash Orders in View Order screen.  

  

Order No, Amount, Account Number, Account name and Location are optional filters.  

  

After select any of the above filters, click filter button to show order for filtered conditions.  

    

   

 

  

Navigation:  View   Orders   
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View Order  

This screen will allow users to view the details of a specific order.  

  

Navigation: View Orders  

  

Click the View link next to the desired order and the following screen will appear:  
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Cancel Order  

This screen is used to cancel an existing order.  

  

Navigation: View Orders  

  

Click the Cancel link next to the desired order and the following screen will appear.  

  
  

Click the Cancel link of respective order, and then click the Cancel button to save the cancelled 

order. Click the Close button to return View Order screen.  
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User Login  
  

Main Menu  
  

  
  

Field  Description  

Modify Password  This menu item will take you to the Modify Password screen.  

Standing Order Setup  This menu item will take you to the Standing Order Setup screen.  

Enter Cash Order  This menu item will take you to the Enter Cash Order screen.  

Logout  This menu item will log the current user out of the system.  

Upcoming Holidays  This grid will display all of the Holidays loaded into the system that all 

within the next 30 days (as compared to the system date).  
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Modify Password  
You can change your password at any time through the Modify Password screen.  

  

  
  

Field  Description  

Current Password  Enter your current password.  

New Password  Enter a new password. This must conform to the password rules 

configured in the system.  

Confirm New Password  Enter the new password again. It must match the New Password.  

Update  Press this button when complete. This will then save your new 

password, which will be used the next time you log in.  
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Standing Order Setup  
Users can define standing orders for the locations they have access to, within their assigned limits.  

  

  
  

Field  Description  

Standing Order Grid  This grid will display all existing Standing Orders for the locations you 

have access to.  

Add (+) button  Press this button to add a new Standing Order.  
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Field  Description  

Standing Order ID  This will be a unique identifier for the Standing Order setup.  It will be 

generated automatically and will be read-only.  

Account Number  Select the Account Number for this Standing Order.  

Location  Select the Location for the Standing Order.  The list of options will be 

filtered for the Account Number selected in the column to the left.  

Carrier  Select the Carrier for this Standing Order. This will default in 

automatically based on the Location.  

Frequency  Select how frequently the standing order should be processed.  

Start Date  Select the first date the standing order should be processed on.  All 

subsequent dates will be calculated from this start date based on the 

frequency selected.  

Total Value  Enter the total value of the standing order.  

Active  Check this checkbox if you want this Standing Order processed on an 

ongoing basis.  If unchecked, the Standing Order will be skipped.  

Skip Next  Check this checkbox if you to skip the next iteration of this Standing 

Order.  

Order Details    

Notes  Specify the Value of each note denomination for this Standing Order.  

Coins (Rolled)  Specify the Value of each rolled coin denomination for this Standing 

Order.  

Coins (Boxes)  Specify the Value of each boxed coin denomination for this Standing 

Order.  

Coins (Bagged)  Specify the Value of each bagged coin denomination for this 

Standing Order.  

Special Instructions  If any supplies are to be included in this Standing Order, you can 

specify it here.  
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Enter Cash Order  
Users will be able to create Orders for the locations they have access to (within their limits).  

  

   
Field  Description  

Entry Date  This will default to be the current system date.  

Delivery Date  Specify the date the order should be delivered.  

Customer ID  Your company’s ID will default in automatically.  
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Field  Description  

Account Number  Select the Account Number for this order.  Selecting this will fill in the 

Account Name.  

Account Name  Select the Account Name for this order.  Selecting this will fill in the 

Account Number.  

Location  Select the Location of the selected Account Number for the order 

being placed.  

Carrier  Select the Carrier who will deliver the order.  

Customer Contact  This will default in your User reference.  

Total Value  Enter the total value of the order as a cross-check.  The system will 

verify that this figure matches the sum of the denomination values 

entered below.  

Enter button  After selecting the above fields, click this button to initialize the order.  

This will display the denominations in the grids below to be entered.  

Once this button has been clicked, you will not be able to modify the 

fields described above.  

Limits  As an Admin, you will not have any limits.  

Order Limit  This will display the User’s value limit per order.  

Daily Limit  This will display the User’s value limit per day.  

Used Today  This will show the value of all orders placed by the User today.  

Available  This will be the Daily Limit minus the Used Today value.  

Notes  Specify the Value of each note denomination for this Order using this 

grid.  

Coins (Rolled)  Specify the Value of each rolled coin denomination for this Order 

using this grid.  

Coins (Boxes)  Specify the Value of each boxed coin denomination for this Order 

using this grid.  

Coins (Bagged)  Specify the Value of each bagged coin denomination for this Order 

using this grid.  

Special Instructions  If any supplies are to be included in this Order, you can specify it here.  
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View Order  
This page is used to view existing orders.  

 
  

By default system shows today’s Cash Orders in View Order screen.  

  

Order No, Amount, Account Number, Account name and Location are optional filters.  

  

After select any of the above filters, click filter button to show order for filtered conditions.  

    
     

  

Navigation:  View   Order s   
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View Order  

This screen will allow users to view the details of a specific order.  

  

Navigation: View Orders  

  

Click the View link next to the desired order and the following screen will appear:  

   

    

  



MIMICS, Inc.  

Vault Cash Orders Web System User’s Guide  

Page | 27    

 

Cancel Order  

This screen is used to cancel an existing order.  

  

Navigation: View Orders  

  

Click the Cancel link next to the desired order and the following screen will appear.  

  

  
  

Click the Cancel link of respective order, and then click the Cancel button to save the cancelled 

order. Click the Close button to return View Order screen.  

  


