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1.1

111

Microsoft Office and AutoCAD integration

M-Files functions in Microsoft Office and AutoCAD/AutoCAD LT

The new M-Files functions make it easier to workhwilocuments. These functions can be found
easily in the M-Files menu, which can be foundnreaplication's top-level menu in the same manner
as the application’s normal menus (Add, Edit, eftherefore, M-Files is displayed as an integrated
part of the application.

Documents stored in M-Files can be edited in exiesoftware, in the same way as any document
stored on your computer. Also, M-Files offers asc#s its functions in the Microsoft Office and
AutoCAD softwares.

Utilizing M-Files through Microsoft Office and AUBAD softwares is easy:

o Documents can be opened from and stored into Ms[eilectly.

o The M-Files menu offers quick and easy access.

o Document metadata can be edited directly in Miditodtord, Microsoft Excel and AutoCAD.
o Document metadata stored in M-Files can be pariiatluded in document contents.

¢ E-mail messages and attachments can be storedirdo M-Files in various file formats.

Functions in Word and Excel

The M-Files functions accessible directly in WombaExcel make it easy to work with documents.
They can be accessed from thiée menuy the Office drop-down menuor theM-Files menu The
menus may look a little different, depending onyaesion of Word or Excel in use.

S H =

Open a document from M-Files
Mew
. Maotive
~ [i- Cpen a document from this vault,
7 Open
= [‘j Sample Vault
L—Etﬁ Open from M-Files * M Open a document from this vault.
b =
1_1 Save As 4
H Save to M-Files 4
1
i J' Print 3
VS S

The File and Office menus offer access to functadiosving the opening of documents from M-Filestaring
them into M-Files.
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mn = - Request for Proposal - Preliminary Study (10 158).d

Y,
_ Home Insert Page Layout References Mailings Review View M-Files
-~ -
: A v *
v oy BB (o
Open from Save to Check Undo Compare Insert Properties
M-Files  M-Files In Checkout Property
File Document Properties

All M-Files functions are available through the Nlds menu.

The M-Files functions presented below are availabléicrosoft Word and Excel versions 2002,
2003, and 2007.

Open from M-Files

You can open a document for reading or editingctlyefrom the document vault. If you are using
several document vaults, use tbpen from M-Filesunction to open the document vault you want.
This function is also available from tkée and Office menus

Save to M-Files

Save to M-Filegs the handiest way to save a new document to IBsFiWhen you save to M-Files
directly, the document card opens for editing pstit does when you create a new document in M-
Files Client. If you are using several documentltgachoose the target document vault in$aee to
M-Files submenu. This function is also available onkte and Office menus

Check Out

The Check Outfunction checks out for editing a document that haen opened as read-only. This
function converts the document from read-only maogedit mode. If the document is in read-only
mode and has been edited, andGheck Oufunction is performed, all changes are lost.

Check In

TheCheck Infunction closes the current document and chedks it

Undo Checkout

The Undo Checkoutunction closes the current document and candglshieckout without saving
changes. If th&ndo Checkoufunction is performed for a document that has kesglited, all changes
made after the document was checked out will bie Mste: Undo Checkoutannot be used on one
file of a multi-file document. In this case, thenftion is not available in the M-Files menu.

Compare

With the Comparefunction the content of the current document cardimpared to an earlier version
of the same document. T®mparefunction opens the document version history, wtilibws you

to select the earlier version to compare the cumwae to. The results are displayed with the change
visible.

Insert Property

For more information, refer to Section 1.2.

Properties

The document properties defined in M-Files canibpldyed also in Word and Excel by means of the
Propertiesfunction available from the M-Files menu. The doemt properties can be edited and
saved as in M-Files.
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1.12

i

E Properties - Proposal 7705 - A&A Consulting (AEC).doc (Doc... E = @

Properties | Workflow IComments IPermissiuns|

Class: Proposall -

Properties:

Proposal title: Proposal 7705 - A&A Consulting (AEC) i =
Document date: 9.12.2004 B
Customer: A&A Consulting (AEC) - ":'lL =
Project (filtered): Austin District Redevelopment " ®mH
Effective through: 15,10,2009 E~
Accepted: -
Keywords:

Description: .

I More Properties...
ID and version: ID &0, version 16 (Document)

[ Ok ] [ Peruuta

The document card opened by means of the Propéutietion is the same as the document card in Mskil

Functions in Outlook

E-mail messages and attachments can easily be gewedOutlook directly into M-Files. The
following M-Files functions are available in Micraf Outlook 2002, 2003 and 2007.

Outlook offers the following save options feave to M-Files:

Outlook message (*.msQ)

The e-mail message and any attachments are stoidd-iles in MSG format. The stored file and its
attachments open as a message in Outlook.

Outlook message, separate attachments (*.msg, *.*)

The e-mail message is stored as a multi-file dociinmeessage text is stored in MSG format and the
attachments in their native file formats. The soMSG file opens as a message in Outlook. The
attachments open in the applications associatddtit file format.

Text only (*.txt)

The e-mail message is stored as a text file. Tdredtfile opens in, e.g., Notepad. Attachmentaate
saved.

Text only, separate attachments (*.txt, *.*)

The e-mail message is stored as a multi-file docunmessage text is stored as plain text and the
attachments in their native file formats. The ditaents open in the applications associated with the
file format.
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Save Attachments to M-Files

The Save Attachments to M-Filésnction stores only e-mail attachments. The attants are stored
in their native file formats. If an e-mail messagmtains several files as attachments, theseilks

be saved as a multi-file document. The attachmepé in the applications associated with the file
format.

The default setting for saving e-mail messag&hisck in immediately

I

E New Document =] = [z
General
Class: Proposal -
Save as type: Cutlook message (*.msg) -
o Qutlook message (*.msg
e Outlook message; separate attachments (*.msg; *.*)
- Text only (*.txt)
Proposal title: Text only; separate attachments (*.tet; =.%)
Document date: [30. 7.2008 T
Customer: - ESTT Corparation (IT) - - +
Project (fltered): "Web Site Graphics for ESTT .
Effective through: [ 30. 7.2008 E- =
Accepted: -
Keywaords:
Description: i
More Properties... ]
Permissions: Full contral for all internal users - ] G
Workflow: -
QK ] [ Cancel ]
Marne Size  Date Modified
] Cutlook message (*.msq).msg 156 KB 19.8.2003 16:10
= = Cutlook message, separate attachments (*.msg, *.%) 19.8.2008 16:10
E’]Dl.jpg 124 KB 12.8.2008 13:25
] Message.msg 44 KB 19.8.20058 16:10
|§j Tewk only £,k Ext 1KE 19.58.2003 16:01
= @ Text only, separate attachmenks (*.bxt, *.*) 19.8.2003 16:07
E’]Dl.jpg 124 kKB 12.8.2005 13:25
Ej Message, bxk 1KE 19.5.2005 16:07

E-mail messages can be saved to M-Files in mamyefts:
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1.13

1.2

Functions in AutoCAD and AutoCAD LT

The M-Files functions accessible directly in Auto@Aand AutoCAD LT make it easy to work with
CAD drawings. You can access the functions fromFRiHe menuor theM-Files menu The menus
may look a little different, depending on the versof AutoCAD or AutoCAD LT in use.

The following M-Files functions are available in tddesk AutoCAD and AutoCAD LT versions
2004, 2005, 2006, 2007, 2008 and 2009. The furctire available also in discipline-specific
products based on these AutoCAD versions, suchweCRD Architecture, AutoCAD Civil 3D,
AutoCAD Map 3D and AutoCAD MEP.

M-Files functions in AutoCAD and AutoCAD LT a®pen from M-FilesSave to M-FilesCheck
Out, Check InUndo Checkout, (and Insert Field).

For more information about these functions, seg@e&unctions in Word and Excel (1.1.1).

Insert Field

With thelnsert fieldfunction, you can add M-Files metadata to drawialgsg with AutoCAD fields.
The M-Files metadata fields are located in kivé-iles field categoryn theField selection dialog in
AutoCAD.

For more information, see next Section 1.2.

Automatic inclusion of metadata in a document (Word and Excel)

Document metadata stored in M-Files can be includedocument contents by using thesert
Propertyfunction.

You can set up text fields or cells in Word and &xio which the selecteil-Files propertiesare
filled in automatically. For example, you can selecustomer name and address from the document
properties and insert them as the recipient's obniaformation in a proposal. Othevl-Files
propertiescan be added in a similar way. For example, yoghiminsert the name of your proposal
document as the heading of the cover letter ormdduct information to the proposal. Document
metadata can also be edited by usingRfaperties functiowhen the document is processed in Word
or Excel.
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M-Files properties:

Property Current Value | =
- Accepted
- Class Proposal
- Created 9.11.2004
- Created by Johns
- Customer A&A Consulting (AEC)

- Customer 1 ARA Consulting (AEC)
- Description
- Document date 9.12.2004 -
- Effective through 15.10.2009 1
- D 60
- Keywords
- Last modified 22.8.2005
- Last modified by WinVistasPOYadmin
- Mame or title Proposal 7705 - A&A Consulting ...
- Project (filtered) Austin District Redevelopment

- Project (fitered) #1 Austin District Redevelopment
~ Proposal number 7705 |
- Proposal tite Proposal 7705 - A&A Consulting ... -

ok || cancel

Insert any M-Files properties you want into the uloent with the Insert Property function.

) d 92-0 /l C Request for Proposal - Preliminary Study (ID 158).c
EEL T

Home Insert Page Layout References Mailings Review View | M-Files

i P N - - R

Open from Save to Check Check Undo Compare Insert Properties
M-Files  M-Files Cut In  Checkout Property

File Document Properties

Quality Cc

A&A Consulting
444 Blackwell Road 14th Floor
Miami, FL 33101

Proposal 7705 - A&A Consulting (AEC)

The Insert Property function automatically insestdected document properties into the documenteobnt
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Utilizing Insert Property function with document templates

The Insert Propertyfunction can be used to conveniently create dootitemplates. Text fields or
cells defined in the template are automatically yafed with the selected properties when a new
document is created. For example, #m®posal templatecan be set up to include fields for the
propertiesCustomer, Contact, Addressd Country When a new proposal is created using the
template, the customer information in the metadstautomatically inserted into the fields. This
means that address information no longer has tedparately copied from the customer contact
information.

An existing document can be defined as a documemnplate in M-Files by adding the propetsy
template in the document card. Theroperty Definition (Permissions)n the M-Files Server
Administrator is used to set permission to defimweument as a template.

If a property does not have a val@ufrent value is empjythe text fields or cells in the template may
also be left empty. When a user creates a new daeauusing the template, these text fields and cells
are automatically populated witlurrent property values

An M-Files property inserted into a Word documentlisplayed as a text field, which by default turns
gray when clicked. In an Excel document, an M-Hiegperty is displayed as a cell formula.

Note, however, that inserting metadata in a doctirders not in itself require the document to be
defined as a template.
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2.1

Automatic values of properties

An automatic value can be set for a property. This means that, famgle, invoices can be
consecutively numbered. An automatic value can etstain text, in which case it is a combination
of other properties. For example, to create prdpdseadings in a set format such as
Class/Product/Custometthese properties can be used to automaticallgters, and which would
return, e.g., Froposal/Mach20A/ESTT Corporatipn

Automatic values increased utilization of documand object metadata in storing and searching for
information. In addition, using automatic valueske®m the naming of documents and objects more
consistent and reduces the need for repeated nlatase

Automatic values are especially useful for namirgecis (4.1) and in automatically including
metadata in document content (1.2).

Automatic numbers and values

A property can have an automatic number or valureadomatic number is calculated once and does
not change. Such automatic numbering is useful day,, various company internal processes and
record-keeping.

An automatic valuecan contain other properties. It usuatlgncatenates selected propertié¢zor
example, a document name (automatic value) carfieed asClass (Customenyvhich would return,
e.g.,Proposal (ESTT OY)rhe automatic value changes when the objectiisded-or example, if the
automatic value is created using the customer n@rneposal (Customer A)lthe automatic value
changes when another customer is selg®emposal (Customer B)).

Property Definition Properties - Mew Property Definition @

General | Automatic Values | Permissions

You can spedfy an automatic value for this property.

An automatic number is calculated once and then remains unchanged.
Other types of automatic values are recalculated each time the object is
modified,

Mo automatic value

@ Simple automatic numbering

Increment: 1

Customized automatic numbering (VBScript)

Simple concatenating of properties

Calculated value (VBScript)

I
m

Last value used: 1000 7| Change
Calculation order: 10| (from smallest to largest)
oK ] | Cancel | | Apply | | Help |

This property has consecutive numbering that inemsby one (Increment: 1). The Last value usetias
1000. Thus, the next object to use this properfypeinumbered as 1001. The calculation order vaduEQ.
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2.2

Simple automatic numbering

Returns an incrementing numerical value. The iner@ntan also be specifiedh¢remenf. The
default is one (1).

Customized automatic numbering (VBScript)

Returns arautomatic numbethat can contain letters and/or numbers. The ameaif a customized
automatic number is specified in more detail byngsthe M-Files APl and VBScript common
properties. For more information on defining caétatl values, refer to M-Files User's Guide.

Simple concatenating of properties

Conjoins selected properties (e.g., Proposal/Dé&icgtomer). Any characters or text can be inserted
between the selected properties. For exantpdeposal: Customer (Projecr Proposal, Customer,
Project

M-Files ==

"o" Specify the automatic value for the property.

To insert the value of another property, specify 3%PROPERTY_n3, where
n is the ID of the property definition.

Examples:

Specification: Last modified by %PROPERTY_233% (%PROPERTY_213%)
Sample value: Last modified by John Smith (11/25/2007)

Specification: %PROPERTY_100% %O0BJID% / %PROPERTY_1001%
Sample value: Quote 5422 / ESTT Corporation

Placeholders can be used by bracketing them witth&bacters. This creates an automatic value byaaig
other properties

Placeholder Selitys
OBJID Document or object ID.
OBJVER Document or object version.

PROPERTY_<id> Value of the selected object propdrgplace <id> with the property ID.

Calculated value (VBScript)

The creation of an automatic value can be specifiethore detail by using the M-Files API and
VBScript common properties. Balculated values defined for the property with this function.rFo
more information on defining calculated valueseréd M-Files User's Guide.

Last value used

The starting value for consecutive numbering ou&sl The default is zero (0). The value can be
changed; for example, consecutive numbering cahait&000.

Calculation order

Calculation orderdetermines the order in which automatic valuescateulated (from smallest to
greatest). This is significant when several autaenatlues are used and their combinations form new
automatic values.
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2.3

2.4

For example, calculation order is crucial if themeaof an object is an automatic property value
consisting of two other automatic values. These awtomatic values are calculated first and their
combined value afterwards.

The values themselves make no difference othertttedrthe calculation order proceeds from smallest
to greatest. The calculation order values for d#fifié properties can be, e.g., 10, 12, 17 and 26nTh
the property with the calculation order number 0fid calculated first, followed by the property it
the calculation order number 12, etc.

Recalculate

The Recalculatefunction is available in the task area (or by tiglicking) when a property with an
automatic value is selected.

Recalculate Empty Values

Calculates automatic values for properties thaiehast been calculated yet. This is the default for
calculating automatic values. Changes to settimig @pply to new values. For example, if you edit
the previously used value, only new objects willdashe new value. Old values are preserved; that is
once defined, a value does not change.

Recalculate All Values

Recalculates the automatic values of all propertiRecalculate All Valueshus also recalculates
previously defined values. For example, if consigeuhumbering is used and the Last value used is
changed, this function renumbers all existing disjec

Naming a template without using automatic values

Document templates work differently when automattues are used. All properties in the document
template metadata work without the calculation mfaatomatic value. Thus in templates, automatic
property values work as if they were not automafiteir values can be defined normally and the
server does not calculate an automatic value toptbperty.

For example, objects in the Proposal class mayaus@matic values in their titles (such R®posal
<number> - <customer namée> However, it makes sense to name the Proposs$ tkanplates as
templates; titles using automatic properties onbkensense for actual proposals, not templates., Thus
the template might be call&toposal Templatahile the actual proposal documents created usiag
template will have names formulated with automeadilties, such aBroposal 35 - EST.T
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Naming an object according to a selected property

Any property of the class can Bet as the name of the objeittat is, the property is selected as the
name propertyor the objects of this class. Then the name ofdiiect does not have to be entered
separately; instead, a certain property can beys#t always be the name or “title” of the objecthe
class in question. This makes the naming of objacisclass more consistent.

This property is very useful for working witlutomatic valuesThe automatic value of the property
may at the same time be the name of the proposalntent Proposal/ESTY. Note: templates are
named without automatic values.

The Update Namedunction can be used to update the names of #tieg objects of the class to
conform to the new definition.

s

Class Properties - Proposal @
General E_Emplates ! Permissions ! Default Permissions for Dbjer_tsl

Mame: Proposal

Object type: Document

Properties:
Mame Data Type Reguired *
Proposal title = Text
Document date Date [+
Customer Choose from list 'Customers' {m... [# [
Project (filtered) Choose from list ‘Projects’ (mult. .. = | W
Effective through Date =
Accepted Boolean (yes/no) =l
Keywards Text = o
Description Text {multidine) [l
o - . [T Oy o S £ i

Add... ] [ Remove I [ SetAsName {

The asterisk {*) indicates the property that is used as the object name.

Basic properties:

Created; Created by; Last modified; Last modified by

Default workflow for new objects:

-

ok || Peuts Kayta Ohje

The Set up Name function can be used to chang&the property of the class.
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4. Views and searches

4.1 Views defined through relationships

Views can also be created indirectly by usiaelgtionships the document's metadata need not include
all of the properties in order for the documentb® included in the desired view. Instead, the
properties may be the properties of other objelatg have a relationship with the document in
guestion (such as project or customer properties).

Divide Folders

The default option for defining hierarchy levelstlsit the properties used to create the filtereavvi
are defined for all objects displayed. Views casoabe created usingroperty relationshipsthe
object itself does not have to include all of theperties defined for the hierarchy level in orttebe
included in the filtered view.

Both properties and relationships can be used ¢aterviewsby dividing folders For example,
viewing documents b€ountry and Customas possible without the properGountry being defined

in the document's metadata if the property is @efifor acustomerthat has a relationshipwith the
document. As a result, documents that are missiogepty definitions are displayed through folder
dividing. When folder dividing is used to defineewis, the same properties do not have to be defined
many times for different objects.

Advanced hierarchy level settings are used to selbether or not to create a view also through
relationships. Use theevels that divide folders on this lewahction to specify the level (property)
that the object to be included in the view doesmextd to have specified. However, the property in
guestion must be defined by another object inatioziship with the object for it to be filtered arthe
view.
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Define View EI IE‘
General

Mame:

[7] common to all users

Filter
Not deleted

Define Filter...

(") Container for other view folders
(@ Shows documents and other objects
[ Look in all versions
Show latest version
Display hierarchy
Levels:

'-’p'u"lew Mame
i) Country (any property)
= Sample document 1 3
= Sample document 2

| ok || cencel || Hep |

This view shows documents by country and by custdrhe Advanced properties of the Customer hienarch
level specify whether to create the view accordinthe default setting or by dividing folders.
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Define Hierarchy Level =] B [

Filter
Mo filter has been defined. All folders are induded on this view level,

[ Define Filter...

Levels that divide folders on this level:

] |Level 1: Country {any property)

(@ This level divides objects shown on the last level

This level divides object-based folders shown an the following level:

[ 0K ][ Cancel ” Help ]

In this view, the metadata of the document itsetéinines both the Customer and Country properfiéss is
the default for defining hierarchy levels.

P

Define Hierarchy Level =] B [

Filter
Mo filter has been defined. All folders are induded on this view level,

[ Define Filter...

Levels that divide folders on this level:

ELE\J’E| 1: Country {any property)

(@ This level divides objects shown on the last level

This level divides object-based folders shown an the following level:

[ 0K ][ Cancel ” Help ]

The metadata of the document in this view has tistdiner property defined, and the metadata of tistcomer

in turn has the Country property defined. The matadf the document does not need to include then(Bo
property in order for it to be displayed in thewie
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41.1

4.2

Redefinition of search results through indirect views

This function can also be utilized with search hssuror example, you may wish to find projects by
country but there is n€ountry property defined for a project and, thereforef fraject cannot be
directly returned as a result when the country uresgion is the search criterion. However, if the
Customermproperty has been defined for the project andCinentryproperty, in turn, has been defined
for this property, the projects can be retrieveddrefining the search result.

The search can also be widened by usindiivele Byfunction to create aearch resulview using
relationships. This allows more objects to be estd than the first search did.

When selecting the hierarchy level for thearch results viewchoose whether the view should be
recreated also on the basis of properties defimeaigh relationships. This is done by selectiegels
with divide folders on this leveh theAdvancedab of theDivide By/Add Folder Levélnction.

Browsing relationships associated with an object, via shortcuts

Objects frequently have relationships with othgeots; for example, a document is often related to
project or customer. Relationships are definedrsggly for each object.

It is now easy to browse these objects relatedhierabjects, by using the new shortcuts located in
the task area. For example, if the object tipejectsis selected for use with tHéustomerobject
type, selecting the customer in M-Files Client aisthg theBrowse Relationship&inction displays a
list of all projects attached to the customer iegjion. Shortcuts from objects to other objectsaanh
accessibility and make searching for informatiokéid with other information faster.

Browse Relationships

The objects that have a relationship with the eurmbject can be viewed by using tBeowse
Relationshipgunction. Related objects can be browsed by oltyeet. With theBrowse Relationships
function, you can select the type of related objemi want to browse. Selecting the object type
displays a list of all objects of the selected tjipet are related to the selected object. For elgrgr
objects of the type Customer, the Browse Relati@séRrojects function can be used to list projects
that the customer in question is related to.

TheBrowse Relationshipsinction can be accessed also from the Operati@rsi functions.

e

'|5p1|599n-:h ol

@L}vlh » Computer » M-Files (M:) » SampleVault » 2. Customers »

Mew ~

Operations™ = settngs =
P g

* |5earch in metadata and file contents ) Reset Al

Advanced Search -

GoTo

i
i
-
-
= |

Customer D141, version 11

Organization: ESTT Corporation
Department: IT
Address (line1): 555 5th Avenue
Address (line 2)
City: Mew York
State/province: MY

Mame = City State/province  Telephone n...
@ &3 ABuA Consulting (AEC) Miami FL (305) 555-0180
& &5 CBH International Chicage L (312) 555-0150
@ &8 City of Chicago (Planning and Developm... Chicage IL (312) 555-0101
& &8 DAT Sports & Entertainment Saint Louss MO (314) 555-0117
& 52 Davis & Cobb, Attorneys at Law New York MY {212) 555-0169 E
W &3 ESTT Corporation (IT) New York Y [212) 555-0156
& &5 First Mountain Securities (Customer Servi.. Memphis ™ (901) 555-0188
E|@ 53 Fortney Nokte Associates Fort Lauderdale  FL (954) 555-0142
& &3 Lance Smith Engineering (Surveying) Chicago L (312) 555-0187
g &3 OMCC Corporation Shawnee (14 (405) 555-0163
[ d %8 Reece, Murphy and Partners Chicage L (312) 555-0111
@ S8 RGPP Partnership Phoenix AZ (480) 555-0165 -
ESTT Carporation (IT) Created: 12.7 2006 13:35, (M-Files Server)

Last modified: 1062008 20:26, Sarmuel Lewis (Samuell)
TP /postal code: 10041

Country: USA
Telephone number: (212) 555-0156
Wb site: http:/woww.m-files.com

Credit rating: B+

The Browse Relationships function can be accesssty édrom the task area.
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4.3
4.3.1

4.3.2

¥ I ]
OU 4% « SampleVaul » Built-in » 136-0 » 1350 » 0-999 » ESTT Corporation (IT) ~ [ 42 |[ searct o

file Edit View Tools

Mew Operations Settings Help

Operations =  Settings v

Search in metadata and file contents

Size Date Modified

Mame =

i o35 Confirmation of Order - Web Graphics 28.7.2008 13:39
) Order - Graphical Design.doc 3IKE  0.7.2007 1707
A+ @ Order - Logo Design 6.7.2007 19:26
B Order - Web Graphics.doc 33KE  29.7.200813:49
8] Praject Agreement - ESTT.doe TLEE 17.7.2008 15:59
[#)Project Agreement - ESTT (Loga Design).... TZEE 17.7.2008 16:00

H)Proposal 7717 - ESTT Corporation (IT).doc S6KE 17.7.2008 16:08
lﬁ_]Pmpnsal 7719 - ESTT Corporation (IT).dec S56KE  17.7.2008 16:08
) Proposal 7720 - ESTT Corporation (IT).doc S6KB  17.7.2008 16:08
Iﬁ_]RQquﬁ! fer Propesal - Graphical Design.d. - 33KE 9.7.2007 17407

I@]Request fior Propesal - Logo Design.doc 32EE  9.7.2007 1706
) Request for Propesal - Web Graphics.doc 33KE 5.7.2007 17208
igi'ialesllwoice 278 - ESTT Corparation (IT).... 3EEE  30.7.2008 14:35
E;lﬁllﬁlll‘\mioem = ESTT Carporation {IT).... 3EKE 17.7.2008 16:08
Sales Invoice 291 - ESTT Corporation (IT) Created: 6.7.2007 12:39, Tina Smith (Tina$)
Sales Invoice 1D 231, version 12 Last modified: 17.7.2008 16:08, (M-Files Senver)
r; Log Qut Document date: 1.2.2006

Customer: ESTT Corperation (IT)
Project (filtered): Redesign of ESTT Marketing Material
Keywords:

Description:
Ecarm

All documents relatetb the Customer object “ESTT Corporation” selectadthe previous image have been
retrieved using the Browse Relationships function.

The types of objects that users can browse for objects of this type

The relationships between object types, that is, dbject types included in each object type, are
defined in M-Files Server Administrator. With thenttion Object types that users can browse for
objects of this typethe objects available for use with the selectgi@a type can be specified. If an
object type has not been defined as a browsabkecbbjpe for a particular object type, the Browse
Relationship function will not display it even ié two selected objects are related.

Other new features

Listing of time-related folders according to the actual date and time

Time-related folders are listed according to howeslavork in the real world, not in alphabetical or
numeric order. For example, the list order may Wlg 2006, March 2007, April 2007, August 2007,
etc. This means that virtual folders are listedoating to their actual timestamp, not by theirialit
letter. Similarly, also folders based on numerstaitement of time are listed according to the real-
world time, not in numeric order.

The Boolean search folders ane8 and “No.”

Dividing search results automatically according to their properties

When there are more than 500 results, M-Files aglether the search results should be divided by
initial letter or on the basis of another property.

M-Files now offers this option automatically. Prewsly it offered to group the list of search result
only by initial letter. The user had to perform agategorization by another property separately with
the Divide Byfunction.
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4.3.3 Grouping by initial letter

Grouping by initial letter divides the search réswr the contents of the virtual folder into greupy
initial letter (A—D, E—H...). Within the initial téer group, further division is possible, by initietter.

4.3.4 Look in different inflected forms of the words in Quick Search

To search for a particular word form, remove thied®n fromLook in different inflected forms of
the words in Quick Seardn the advanced search options. This option isctatl by default. When
you do this to search for, say, the word corporatibe search results only include objects with the
exact word, and not corporate, corporated, etc.

4.3.5 Additional functions

o When you specify a filter, you can decide whethwer filter also shows the deleted values or
objects [nclude deleted itemsAlso the optiorClear Filter has been added.

¢ If no objects match your seardlip objects match your searchdisplayed in the search field (was
previously empty). Also, the texthis folder is emptywill be displayed when a virtual or
traditional folder is empty.

o When you have not specified a value indicating ghsuping rule for the item, these items are
separated into a virtual folder namednfty. The folder was previously (-).

The text items in the previously mentioned fieldsé been localized.

4.9.2008 19/32



5. Common notifications rules

By usingcommon notification rulesyou can order e-mail notifications based on dsjsaved in M-
Files to be sent to several users or user groupthis case, a notification concerning changegoin,
example, the price list will be sent automaticatbythe entire sales department. Previously, the use
was able to specify only notifications for him-harself.

Either theFull control of vaultor Manage common views and notification rufesst be specified for
the user in the document vault in order for hirher to be able to specify the common notification
rules for several users or user groups. This psramsis specified in M-Files Server Administrator
(User Properties). When the user has a propertypezify common notification rules, the actual
notification settings are made from M-Files Cli&gitings. Functions:

Private rule. Applies to the current user only.

If you want a notification message to be sent ¢mlyou, selecPrivate rule

Common rule. Applies to the specified recipients only.

If you want a notification message to be sent @ selected recipients, sel€@immon rule

Recipients

Specify the users or user groups who will receiviifinations on the basis of this rule.

Motification Rule Properties - New Motification Rule ==
General
Name: Object Madified
Message delivery: A separate notification message for each event =

@ Private rule. Applies to the current user only,

~ Common rule. Applies to the spedified recipients only.

Filter
Mot deleted

Define Filter...

Event subscriptions

Event MNotify

Mew document or other object

Document or other object changed

The state of a document or other object changed
Document or other object matches the conditions of the filter
Checkout

Chedkin

Unde chedkout

Rollbadk

File downloaded

Document or other object deleted

Document or other object destroyed

One version of a document or other object destroyed

OoooOooooooEO

"] Exclude notifications of events caused by the current user

[ CK H Cancel H Help I

You can select the Private rule or the Common fadeotifications.
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6.1

6.2

6.3

6.4

6.5

6.6

6.7

Usability improvements

Using a document template

When a document template is double-clicked in Me;ilit launches a new document based on the
template in question. Templates are class-spedficlass may include several templates, and the
same template may be in use in several classes.

If you want to modify the template itself, you adm so by using th®penfunction.

M-Files also remembers the previously used temglaben several templates have been specified for
a class); that is, M-Files offers the most recenfigd template as the primary template in the dhass
guestion.

Definition of a document as a template is perforrnmethe document metadata in M-Files with the
Template option. The Is Template Property Definition Permissions in the M-Files \Bar
Administration interface is used to set permissiordefine a document as a template (previously
defined inUserProperties).

Property area

The properties of the object are displayed at ttéoln of the Explore M-Files user interface, in the
property area. Now it is easy to copy this inforimatvith theCopyfunction (by right-clicking).

You can also move directly to the properties ofobject that has a relationship with the object in
guestion from the property area. The object isldiga as a link in the property area, and you can
access the object’s metadata by clicking the Iifd. example, this way you can quickly access the
customer information linked to this document.

Hierarchical relationships between value lists and object types

The object type may also include a value list &sulatype.” Previously an object type could haveyonl
another object type as a subtype. For exanifrigiectcan be an object type, aftiageis a value list,
soProjectis the owner of th&tagelist.

A value list may also include an object type assablist.” Previously a value list could have only
another value list as a sublist. For exampleduct groupcan be a value list, arRtoductis an object
type, saProduct groups the owner of th@roducttype.

Converting a value list to an object type

A value list can be converted to an object typéiie Convert to Object Typkinction. Note that an
object type cannot be changed back into a value Higrthermore, you cannot define an internal
hierarchy for an object type.

Clear filter

It is easy to clear the filter with tl@&ear Filter function, when you want to define a new filter.

Properties: add a new value or search for the correct value

If you cannot find the desired value from the valis¢ you can type a new value directly in the
metadata field and accept it as a value in theevasl. Previously, this required use of thdd new
valuefunction.

If there are more than 5,000 values in the valsi Yiou can type the desired value directly in the
metadata field and accept it. You no longer neatbtthis through a filter as a search.

Scalable properties dialog box

The Propertiesdialog box of an object is scalable. This makdagimetadata easier, when several
properties have been defined for an object.
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1.

7.1

7.2

Permissions

User-specific rights and permissions can be spetiior various functions and properties. The rights
apply to the adding and editing of objects and pridgs. Permissions can also be used to prevent or
allow the visibility of various users and propestie desired users.

It is possible to specify user- or user-group-sipeeidit permission with theew permission settings
The permissions can be used to restrict the visilmf various data within the company: for example
the social security number of an employee can beasbke visible only for users belonging to the
personnel administration user group.

All of the rights and permissions mentioned below specified in M-Files Server Administrator.

Object Type Properties - New Object Type (3]

General | Advanced | Permissions |Conner_tinn to External Daiﬁbase|

Specfy the users who may see the name of this object type and create objects

of this type.
IUsers and user groups Add...
r ;
All internal and external users

Y ap:
13 Allinternal users

Permissions Allow Deny
|5ee the name of this object type [
|Create objects of this type [ [l
| contents.. | [ ok || pewta || kayw || ohe |

For example, you can configure different permissifor an object type.

Users, User Groups and Named Access Control Lists

In the properties for users, user groups, or naasedss control lists, you can specify who will dee
user / user group / named access control list eston. This way, one or more users can be made
invisible in M-Files to certain users.

Note: the System administrator and all users withcontrol of the document vault in question alway
see all users.

Note: In M-Files 5.0, now external users as wefl ceeate documents for M-Files.

e Settings:Permissions/Specify the users who may see this...

Objects Types

In the object type properties, you can specify Wwhe access for viewing this object type and indicat
who can create objects of this type.
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7.3

7.4

7.5

If the user does not have permission to see thesr@rthe object type, it is not available for sélat
in M-Files Client (for example, when you are cregta new object or search). Even if the object type
name is hidden, the user can see the objects thexase views or search results, for example.

If the user cannot see the object type name, thealso does not have permission to create obpécts
this type. However, the user may have permissi@e&the name without having permission to create
new objects.

Settings:

e General/ Users can create objects of this tfthes must be selected in order to enable theioreat
of new objects)

e Settings/Specify the users who may see the natinis object type and create objects of this type

Note: As in M-Files 4.0, a object-specific permigsican be set for a single object in M-Files Client
Similarly, also default permissions for objects t@nset object-specifically. These permissionssate
in the Object typeontent permissionsn M-Files Server Administrator.

Value Lists

In thevalue list properties, you can specify who has access favingethis value list and who can
add values belonging to this value list.

If the user does not have permission to see themdrine value list, it is not available for selentin
M-Files (for example, when you are creating a nearch).

If the user cannot see the value list, the usery dises not have permission to create items for it.
However, the user may have permission to see shevithout having the permission to create new
items.

If desired, you can also specify default permissifum the new values in the value list.
Settings:

e General/Allow users to add new values to this (lisis must be selected in order to enable the
creation of new values)

o General/Default permissions for new values (Specify thesusao may see the new values on the
value list by default.)

¢ PermissionsSpecify the users who may see the name of thie lisiand add items to the list.

Note: As in M-Files 4.0, a value-specific permissitan still be set for a single value. Similarligoa
default permissions for new objects can be setevapecifically. These permissions are set in the
Value listcontent permissions

Property Definitions

In the property definitions, you can determine wias access for viewing this property and who may
edit the property in the object metadata.

If the user does not have permission to view tlaperty, it is not available for selection in M-Fle
(for example, when you are creating a new searefthenMore propertieds selected).

If the user cannot see the property, the userddses not have permission to edit it. However, ther u

may have permission to see the property withouingapermission to edit it. Editing in this case
refers to the user being able to edit the propertyhe object metadata in all possible ways: adit i
value, or add or delete the property.

e Settings: Permissions/Specify the users who mathseproperty and edit values of this property

Classes and Class Groups

Class-specific visibility permission can be spedifiat the desired class level. Similarly, default
permissions for new objects can be set class-$spabtyf These permissions can be specified on the
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7.6

Permissionsand Default Permissions for Objectsbs Specifying class-specific permissions was
already possible in the 4.0 version.

Workflows

In the workflow properties, you can specify who laasess for viewing the workflow in question. If
the user does not have access for viewing the Vveavkklso the workflow statuses are hidden.

e Settings:Permissions/ Specify the users who may see thidlaar
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8. Replication

8.1 Replicating the main server document vault on a replica server

Document vaults can be replicated from the maineseio geographically separateplica servers
Opening objects from replica servers often makegiitker to open documents for editing, because
the connection to the main server may be slow. &ibeg, replication makes accessing frequently used
documents on client computers in geographicallyassp facilities much faster.

The document vault is replicated from the main eeno thereplica server The document vault
located on the replica server is calledogument vault replica

The replica server can be set up by a login accfaurthe main document vault to be replicated. The
M-Files Server software must be installed on thaica server and the user must have sufficient
access rights to it (the System administrator role)

In M-Files Client Settings, the connection to tleewiment vault replica is created in the same way as
any other document vault connection. M-Files Cliesér sees only the name of the document vault
replica; in other words, the user does not knowthadrethe vault is replicated or not.

i

Docurmnent Vault Replica Properties - Mew Document Vault Replica @

General

Source document vault

Server name: |

Port number: 2266
Protocol: \TCPIIP -
Test Connection to Document Vau

MName: Update
Unique ID: -
Cache location on server:

C:\Program Files\M-Files\Server Vaultsh, D
I Set Account... I

Location for cached file data:
C:\Program Files\M-Files'\Server Vaults\FileData*. bin

[ oK ] I Cancel I I Apply I ‘ Help

The Document Vault Replica Properties include tiermation of the document vault to be replicated.

Server name

Enter the network name or IP address of the se@mwawhich M-Files Server has been installed and
that contains the document vault.
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Port number

The server was specified in the previous field, emthis field you specify the port to connect to o
the server. Enter the server port number to cortoedt-Files uses port 2266 by default.

Pratocol
Define the protocol to be used for the network @mtion. You can select TCP/IP or SPX.
Test connection to Server

After specifying the contents of the above fielgisy can check whether you can successfully connect
to the document vault. If the connection works,gbever has responded to the connection test.

Sour ce vault
Select the document vault to be replicated.
Test Connection to Document Vault

After specifying the contents of the above fielgisy can check whether you can successfully connect
to the document vault. If the connection works, doeument vault has responded to the connection
test.

Name
The document vault replica has the same name a®tiiee vault by default.
Update

The Update function can be used to update the mdniee document vault replica when the name of
the source vault changes.

Unique D

Unique ID is the identification of the document itaeplica. The document vault replica always has
the same unique ID as the source vault. The M-Bigeger uses the IDs to tell document vaults apart,
which prevents, e.g., the same vault being re@itatice to the same server.

Cachelocation on server
Specify the directory where the document vaultioapis stored on the server.
Set Account

Select the account used to connect to the serobirec@he M-Files server uses this account to store
information in the server cache or opens files fibrhe account must be specified when the caghe i
on, e.g., a file server requiring authenticationdonnection.

L ocation for cached file data
Location for cached file data specifies the patth&replicated files in the cache directory.
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9.

9.1

9.2

Importing and synchronizing user groups from Active
Directory

Importing user groups by organizational unit

Import User Groupsillows you to import user groups to M-Files. Useoups can be imported by
domain and by organizational unit. This makes irtipgruser groups into M-Files quicker and easier.
M-Files can check for new and deleted user groumipees periodically.

Importing user groups by domain and organizational unit

Select the user group by domain and organizationil Also select a license type for the new login
accounts.

You can also have M-Files check every 15 minutesxév and deleted members. Otherwise M-Files
checks for changes with tiefresh Novaction.

Import User Group 3]

General

Source

Domain: I v‘

Organizational Unit:

User group: IWINV‘ISTASPU‘lﬁ.dminish'at::rs VI

The following users will be imported:

WinVistaSPolAdmin
WinVistaSPO\Administrator

License type for new login accounts: IConcurrent user license 'I

"] chedk for new and deleted members every 15 minutes

[ 0K H Cancel H Help J

User groups can be imported by domain and by ozgiunal unit.

Importing a user group from a changed domain user group

The importing of a domain user group into M-Filema@lso be disabled, or edited to use another
domain user group as its.

For example, if the domain user group changes, (#.g renamed or the grouping is changed), the
earlier M-Files user group can be merged with i domain user group. This preserves the identity
of the M-Files user group regardless of changelermdomain user group, and the permissions related
to it can remain the same.
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SelectGroup members are synchronized from the doraaishDefine Then edit the information for
the user group to be imported.

I

User Group Properties - Managers (5]
General | permissions
ID: 02
Mame: Managers
Members:

3 Samuel Lewis (Samuell)

Add... Remove

[¥]%Group members are synchronized from the domain:

Mote: Use the Refresh Now action to resynchronize the group members,
or define automatic refreshing to check for new and deleted group
members every 15 minutes,

[ oK ] [ Cancel ] [ Apply ] l Help

You can define the new user group by using thenBéfinction.
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10.

Web Access

Several improvements have been made to M-Files Méekss. Some of the new properties are listed
below.

Functions:

It is easy to create a new document: a local file loe saved directly as a new document. There is
no need to create the object separately and rejtlaterwards with a file.

With the Check Infunction, you can replace the old version of theuent with a new version.
There is no need to do this separately withRbplace with Fildunction.

You can add document files to a multi-fle documentremove them from it with thidit Files
function.

You can display and edit the object properties ouththe need to reserve the object for
modification.

You can add files to all of the items of objectdgp(these rights are specified via the M-Files
Server Administrator interface).
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New language versions

M-Files is now available in the following languages

¢ Finnish
o English
e French
e German

e Chinese (Taiwan)
o Hungarian

¢ Vietnamese

e Slovenian

o Portuguese (Brazil)
e Polish

You can change the software language during usen Evthe English version of M-Files is installed
in the machine, it can be changed to the Frendhioreias necessary without reinstalling the software
This is a significant advantage for machines in wamm use.
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12. M-Files API

The improved M-Files APl (programming interface) ables creating workstation-specific

applications. Previously, M-Files API was serveedfic. Now, all changes made using the M-Files
API are immediately visible to the M-Files Cliergas. This offers more possibilities for programming
different applications. A good example of this e timproved Office integration, which has new
features and enables, for example, using Officdicgions to display and edit features of a documen
saved in M-Files.

Applications created by using the M-Files APl arewnalso version-independent. Therefore,
applications do not need to be edited when the IgsFoftware is updated.
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Compatibility with 64-bit Windows

The M-Files is compatible with both 32-bit and @4Microsoft Windows operating systems. The 32-
bit and 64-bit systems have separate installatiograms.

The M-Files software can be installed in computemsning on one of the following operating
systems:

¢ Windows Server 2008
¢ Windows Server 2003
¢ Windows Vista

¢ Windows XP

¢ Windows 2000

Mac and Linux users can access M-Files via Web #&ce
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