PO M-Files

New Features and Enhancements in M-Files 7.0

26.8.2010 1/35



Contents

1. THE MOST SIGNIFICANTNEW FEATURES AND ENHANCEMENTS..........cooviiiiiinee. 4.
2. SYSTEM REQUIREMENTSAND UPGRADING TO VERSION 7.0....cccccoviiiiiiiiiiiiiiee e 5
2.1 System requirements fOrdRIles 7.0.........ccuviiiiiiiiiiiiiiieeriie e 5
2.2 How to upgrade t0 VEISION 7.0.........uuuuuiiieieieecee e ee et eeeeeeeanene e s e e e s e e e e e e e e e eeas 5.
3. SAVING E-MAIL MESSAGES TO MFILES........coiiiiiiiiiiiiieiieeeiieeee e sneseeees 6
3.1 Saving messages in-Miles folders and other new features...........ccooeeevieiiiccceeeeeen. 6
3.2 Automatically saving messages and their metadataEal@4...................ccovvvvvieeenn. 6
3.2.1 Using Outlook rules for automatic saving of messages-fals......................... 6.
3.2.2 Speciying automatically populated metadata for eadfilsk folder...................... 7

3.2.3 Automatically associating cordapersons and customers with messages-Filbs
Server AAMINISITALOL.........uuiiiiiiiiiiiiiiree it e e s eneer e e e e e e e s s nnbreeeees Q.
3.3 The MFIIES Tlag.....ccvieeeeeeeeeeeeeeeeeeeeeee e e e e 11
4. GENERAL IMPROVEMENTSTO THE USER INTERFAE .........ccovvviiiiiiiiiiieeniiiieeee 12
4.1 Related objects listed directly below the main object.............ccccvviiieeeieiie 12
4.1.1 Informative grouping titleS........cooiiiiiiiiiiiii e 12
O o\ 0] 11 (=TSO 12
4.3 Shortcuts for changing the Workflow State................evueeiiicrreeeiieiiiieeeeeeee e 13
4.4 Thelatest comment diSplayed...........cooviiiiiiiiiiieeeie e 14
4.5 Other changes t0 the tasK @r@a..........ooiiiiiiiiiieeeiiiiiiiice e 14
5. OTHER USABILITY IMPROVEMENTS. ...ttt cceees e mees e 15
5.1 Support for MS Office 2010 and AUtoOCAD 2Q11.............oooiiiiiiiicccies 15
5.2 Previewing files in a metadata Card...........ccoooviiiiiimeeiiiiiiicee e 15
5.3 1CONS TOr VAlUE ISt IEIMIS . .uuiiiiiiiiiii et erre s e e e e e e e e e e e e ean 15
5.4 Similarity search for all value liSt iteMS............uvviiiiiiiiiiie e, 17
5.5 Saving and converting t0 PDE.........coooiiiiiiiiiiieeeeiiceeee e 17
5.6 Improvements in MFIleS WED ACCESS.... ... eeee s 17
6. IMPROVEMENTS TO SEARCHES.........o e eemme e 18
6.1 General SEArCH CrLEIA ... ....uuuurriiiiiiiiiiirree e cree s 18
6.1.1 Search all ODJECLS......ccco i e e e e e e e eeeeaas 18
6.1.2 Predefined SEarch CriA.............ccoiieiiiiiiiiieeeieee e eeesr e e e e 18
L @ ¥ [Tt Q== o PP 18
6.2.1 Type search words the quick search field...............cccccoviiiiiieeeiiiiiiii . 18
6.2.2  SEAICN CONLENLS. .....cii ittt ettt eret e e e e e e e e st e e e e e eemeeeees 18
LSIRC T Ao V7= [o =T IEST= = ol o 1 19
6.3.1 Subordination of search Criteria..............ccooe i ecee e 19
6.3.2  INAIrECE SEAICNES ... .eeiiiiiiie e eee e e e e e e e e e e e nneeannenees 20
6.4 Grouping of search results by object type.........cc.vvviiiiiiii e 22
6.4.1 Making the search results more specific (interactive search panel)............. 22
B.5  TIY NEW SEAICNES ... i it rree e e e e e e e e e e e e e e e aaeeeaesanenraneaanes 23
7. IMPROVEMENTS TO VIEWS. ... ..o et eneee e e e e s 24
7.1 Grouping Of VIBWS.....ccoiiiiiiiiiiii ettt et e e e e e e e e e e e e eeeeeeeeanena e e e s 24
A2 [ 1o L1 (=0t AR =T PP 24
7.3 Userspecific folder SeleCtion iN @ VIEW............uuviiiiiiiiiiimrneeeeeeeeeeeeeeeeeeeeeeee s eeeeeenns 26
8. WORKFLOWS AND ASSIGNMENTS .....c.cuiuiieiiiiiiisciinenseseiss et ssmnmsesesesesenans 27
8.1 Two types of assignments included in Workflows.................ooo i ieees 27
8.1.1 Workflow assignment that does not result in a separate abject.................... 27
8.1.2 Workflow assignment that results in a separate object..............ccooovviccceeeeeee. 28
8.2 Specifying users automatically on the basis of the object's metadata................ 28
8.3 Separate assignment object and associated.iConS..............uevviiceeeeeieeeiieeieenen. 29
9. IMPROVEMENTS TO THEMETADATA STRUCTURE........c.coooiiiiii e ceeer e, 30
9.1 Prefiltering Of ProPerties......ccooeii i 30

26.8.2010 2/35



10. IMPROVED MANAGEMENT OF FAULT SITUATIONSBY MEANS OF SERVER

SETTINGS . ..ottt e et e e s s e e et e e e et e e e e annne e s 32
10.1 Increased reliability Of INAEXING.........ccuvviiiiiiiee i 32
11. SUPPORT FOR LARGE DOUMENT VAULTS AND IMPROVEMENTS TO
PERFORMANC E.......coiiiiiiiiie ettt e ettt e e e e st e e e e e st e e e e e smmne s nbs e e e e e annees 33
11.1 Support for vaults containing over a million documents..............cccevveveeemeeeeennnns 33
11.2 INAEXING thE VIEW......cciiiiiiiiiiieieeeee ettt aeeee e e as 33
12. LANGUAGE VERSIONS OFTHE M-FILES SOFTWARE...........cocciiiiiiiiieeeee e 35

26.8.2010 3/35



1. The most significant new features and enhancements

M-Files is a document management system that enables companies and organizations of all sizes in a
variety of industries to make dramatic gains in efficiency and productivity by improving the way they
organize and manage their business documents, infemaitid processes.

Development of MFiles 7.0 has particularly emphasized efficient daily operations for users and
simple functions for the organization: Extensive integration with Outlook provides benefits for the
daily handling of email messages and rfaheir utilization in customer relationships. Diverse
improvements to the user interface enable users to manage documents, customers, and projects more
quickly. Interactive, intuitive search functions make it easier to find the right information. lioagddit
M-Files product development has emphasized support for large document vaults and management of
fault situations, since the amount of information required by companies is on a constant increase.

With the new release, we wish to provide our custometb wiany useful ways to develop and
improve the orgnization's operations and spemdre time on productive work. #iles 7.0 offers
exactly the right tools and functions for this!

New features and enhancements in M-Files 7.0

V  Support for Microsoft Office Q10

V  Automatic saving of -enail messages with their metadata by means of Outlook rules dfikk$/

features

V  Automatic association of contact persons and customers \widil enessages

V  An M-Files flag for indication of messages that have been saveeRiteM

V Listing of related objects below the main object by object type; easy review and editing of
documents related to, e.g., an assignment or customer

V  Grouping of search results by object type

V Interactive shortcuts for making the search results more specific

V  Subordination of search criteria

V  Easier creation of indirect views

V  Specification of indirect searches and filter settings

V  Favorites view

V  Extended filter properties

V  Preview of files in a metadata card

V  Definition of icons for value list items

V  Additions tothe icon selection

V  More convenient workflow assignments

V  Shortcuts for changing the workflow state

V  Automatic specification of users on the basis of an object's metadata

V  Predfiltering of value lists for properties

V  Support for larger document vaults (ovemdlion documents)

V  Improved management of fault situations by means of server settings

V  Newlanguage versiongpanishjtalian, Russian, Chinese (Simplified), and Croatian.
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2.

2.1

2.2

System requirements and upgrading to version 7.0

System requirements for M-Files 7.0

M-Files is compatible with both 3t and 64bit Microsoft Windows operating systems. Thel82
and 64bit systems have separate installation programs.

The MFiles softwae can be installedni computers runningn one of the following operating
systens:

Windows Server 2008 R2
Windows Server 2008
Windows Server 2003
Windows 7

Windows Vista

Windows XP

Windows 2000

The operating system version can be either Workstation or Server. Ensure that the target computer has
at least 100 MB of free space for theMes Client installation. Ensure that the target computer also
has at least 500 MB of free space for theFN&s Server installation. The space required by the
document vault depends on the number and size of the documents and other objects to be stored.

= =4 4 -4 -8 -—a A

Mac and Linux users can accessH\les via a browsebased user interface.

How to upgrade to version 7.0

Our subscription customers have the right to update téléd software at no chargd.you need

support for the installation or update, or if you want to gain as much benefit from-Eikdw.0

features as possible for the specific needs of your company, our consultants' services are available.
Our customer service staff helps with liseng and subscription matters.

Update instructions:

http://www.mfiles.com/eng/res/How to upgrade-RMiles software.pdf

Please contact our customer service or consultingceanstaff by sending-mail to the address
sales@rHiles.com

Our technical support personnel answer questions sent to the addppsst@rHiles.comor at
http://support.motivesys.cam

You can also contact our services by calling us:
USA:

Tel. 1 (972) 5164210

Fax 1 (972) 5161211

Other countries:

Tel. +358 3 3138 7500

Fax +358 3 3138 7550

We hope you will enjogooperating with us and working with-Mles in the future! Please
do not hesitate to contact us with any questi¥vs.invite you to join us on the-Mles Web
site www.mfiles.com
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3.

3.1

3.2
3.21

Saving e-mail messages to M-Files

Since MFiles 5.0, it has been possible to savmal messages directly to-Hiles. M-Files 7.0 offers
several new features and more diverse benefits for the daily handlingaf messages and for their
utilization in customer relationships. For example, you can automate the storing of messages in M
Files by utilizing Outlook rules and Hiles features.

The following functions are available in Microsoft Outlook 2007 and 2010.

Saving messages in M-Files folders and other new features
1 You can save messages quickly and easily by dragging thenrtfitedMfolders in Outlook.

1 M-Files folders are automatically available to you in Outlook iFNés (7.0 or higher) has been
installed on your computer. AutomaticalbyeatedM-Files folders correspond to the-Mles
vaults to which you have added a document vault connection.

1 The messages are always left also in their original folder in Outlook: the message is not removed
from its original Outlook folder when you move it to tkleFiles folder.

T Messages related to a particular message are interlinkedFRileM Thanks to this, the entire
message thread is easily accessible and readabld-iteM

1 TheShow in MFilesfunction allows you to open a stored message in tHelés user interface.

1 The M-Files flagin Outlook's message list indicates that the message has already been saved to
M-Files.

1 If some other user (e.g., another recipient) has saved the same mess&gddlds, M-Files
prompts you to confirm whether you wish to save that message again. This prevents saving the
same information twice.

1 When an amail message is saved to-Mes in Outlook, the document date will automatically be
the same as thermail dae, no matter when the message is saved-talés.

1 You canusethe Save to MFilesandShow in MFiles functionsalsothroughthe M-Filesmenu

=) _j M-Files =4 0 Scott Erick... US Channel Activity (L) M-Files ti 15.6.20
4 Company X i O Mikko Ran... Recently Accessed by Me (@) M-Files ti15.6.20
L Projects (3 Greg Millik... RE: Web page for M-Files for Mic... [[) M-Files ti 15.6.20

d [ Sales .= Mika Javan... RE: Web page for M-Files for Mir_ (1 KA Filar ti18690

|1 Agreements -~ ; 1 Open
=  Greg Millik... Web page for M-Files for Mig P

|1 Sent Proposals Fog .

B Technical Documents % Petteri Hei.. RE: Passolo-dongle tindan ki 5 Print
% IntronetU... Ertesités domain név bejegy21 Save to M-Files >
=4 Greg Millik... RE: Status call today SHow!in M-Files >
=4  Veikko Juu... M-Files 7.0 Beta testing :
. . Update M-Files Status
4 Ari Mets3p

M-Files offers several features for saving messages and viewing thetRilasv

Automatically saving messages and their metadata to M-Files

Using Outlook rules for automatic saving of messages to M-Files

By utilizing Outlook rules, you can easily automate the saving of certain messagésiles Mon the
basis of, for example, the message's sender or subject.

For example, you can specify that all proposals sent are to be save#ileshdn thebasis that the
subject contains the word "proposal.”
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You can find the Outlook rules in theools menu (selecRules and Aler}s The Outlook rules are
userspecific.

Note: When one is saving to-Miles, it is best to use the rulmbve a copy in which cae the actual
message remains in the original folder, such agntex or Outbox

If Outlook is not open when the user receives a message that would be sav&ildas Mccording to
the rule, MFiles will suggestSave pending messages hovihen Outlook $§ opened the next time.

What do you want to do with the message?
Step 1: Select action(s)

[] assign it to the cateqory category

move a copy to the specified folder

[] flag message for action in a number of days
[7] dear message's categories

[] mark it as importance

[] stop processing more rules

[] perform a custom action

[] mark it as sensitivity

[] notify me when it is read

[] notify me when it is delivered

[] Cc the message to people or distribution list
[] defer delivery by a number of minutes

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after I send the message
withiProposaliin the subject
move a copy to the Sent Proposals folder

You can utilize Outlook rules to automate saving of the desired messagésiés.M

3.2.2 Speciying automatically populated metadata for each M-Files folder

You can specify automatically populated metadata (properties), addemidd messages when you
save them to Mriles. The definition is done separately for eaclriMs folder, which means that for
each folder there are defined certain properties that are addeddib messages whenever they are
saved in that Mriles folder. In oder for this feature to be utilized, the message must be saved by
dragging it to the MFiles folder.

You can find theéSpecify MFiles Propertiefunction in Outlook by rightlicking the MFiles folder.

By utilizing folderspecific MFiles properties, yo can, for example, automatically associate related
messages with a certain project. For instance, if you provide a folder with the priepgegt and
give it the fixed valueZenith Construction Projecimessages saved in that folder are automatically
associated withZenith Construction ProjeciAlternatively, if you wish to save all job applications in
theJob applicationglass, select the folder prope@assand set its value to kb applications

You may also specify Mriles folder properties todread from the-enail message itself.

In addition, you can specify whether the metadata card is to be displayed when messages are saved in
the MrFiles folder. The metadata card should be displayed if you wish to check or modify

26.8.2010 7/35



automatically populated nedata during saving, or if you have not defined any fedgewcific
properties.

M-Files subfolders

You can create MFriles subfolders under malavel M-Files folders that are in use automatically.
Automatically used MFiles folders correspond to the-Mles vaults to which you have added a
document vault connection. If you are using only oné&iMs vault (e.g.Company, you have only
one automatically used Hiles folder Company on the main level, under which you can create
subfolders.

You can specifyautomatically populated metadata forRdes subfolders in the same way as for
main-level folders. Messages saved in a subfolder are saved in-fikedtvault on the basis of the
main folder.

Note: If you create a folder directly on the main level, goeate a normal Outlook folder, for which
you cannot specify Mriles properties.

Specifying common M-Files folders

You can also specify that the-Mles subfolder you created is common to all users, in which case the
folder will be displayed in Outlook tall users. A common MFiles subfolder can be created and
specified by a user with at least the right to manage common views. When the user drags a message to
a common folder, the message automatically receives the metadata (properties) that have been
specfied for the common folder.
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3.2.3

Metadata |

Specify the properties of the new documents that are created via this folder.

Properties

Property Value
Class Job Application or CV

Permissions

[Full control for all internal users

Options
[¥] Prompt for metadata

Save as type: Outlook message

[ common to all users

You can specify automatically populated metadata-fmaéd messages.

Automatically associating contact persons and customers with messages in M-Files Server
Administrator

The MFiles administrator can use -Mles Server Administrator to specify that messages are
automatically associated with contact persons and/or customers savefilesMon the basis of the
sender and recipient information. In this case, a messageftmoaxample matt.bay@estt.comwan be
automatically associated with the contact perdait Bayand the customdeSTT

When the user is saving anm&il message to Nfiles in Outlook, MFiles looks for similarity
between the -eail addresses in the messagnd the properties that have been specified -l &

Server Administrator. On the basis of similarity and the properties specified by the administrator, M
Files automatically associates the message with customers and/or contact persons when thiss message
saved in the MFiles folder in Outlook.

This automation takes place on a vaagecific basis (with a vau#tpecific M-Files folder in Outlook),
so it applies to all subfolders of the-®les folder in question.

Note: The message must be saved vieSdnee to MFiles function or by dragging the message to the
M-Files folder in Outlook. If you drag the message directly to thEilsk user interface, it will not be
associated with the customer or contact person.
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E-mail integration settings

In M-Files Sever Administrator, you can make vasgjpecific specifications concerning the type of
contact person or customer information to be associated vithilemessages. Miles will look for
similarity according to the following principles:

Contact persons

M-Files looks for a full match with a contact personsal address. Mriles will associate the
message with the contact persiiatt Bay if Matt Bays properties have exactly the sameal
address as the message doeati{ bay@estt.com

Customers
If custamer information has beespecified in the @nail integration settings:

1. M-Files looks for customer matches via the contact persorCiiseomerobject type must be the
owner of theContact persombject type): MFiles will associate the message with tistomeESTT
if Matt Bay is the contact person fBSTT

2. M-Files also looks for similarity between the domain name in 4maieaddress and the customer's
properties: MFiles will associate the message with the custoB®FTon the basis of the-malil

address domaimatt.bay@stt.comor patsy.bay@stt.com if the domainestt.comcan be found in

the customer's properties. The message will not be associated with any contact person in this case,
unless a full match is found with the contact person imétion.

. E-mail Client Integration Settings - Microsoft Outlook l&J

@B M-Files Client integrates with Microsoft Outlook and can automatically
\ | assodate e-mail messages with, e.g., contact persons and customers.

Contact persons

M-Files will match complete e-mail addresses from the message against the
properties present in objects of the specified type.

Contact person object type in M-Files:

[Contact person v ]

E-mail address property for contact persons:

\(any property) X ]

Internet domains to be ignored
(separate multiple domains with semicolons):

Customers

M-Files will use objects of the spedified type if they are owners of the contact
persons matched above.

Additionally, M-Files will match Internet domains from e-mail addresses in the
message against the properties present in objects of the spedified type.

Customer object type in M-Files:

[Cusbomer - }

Internet domain property for customers:

[(anv property) i 1

Internet domains to be ignored
(separate multiple domains with semicolons):

[ OK J[ Cancel ]

Use MpFiles Server Administrator to specify the contact person and customer information to be
associated with the messages saved.
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3.3 The M-Files flag

The M-Files flag, shown in Outlook's message list, indicates that you have already savextshage
to M-Files.

If some other user (e.g., another recipient) has saved the same messagiey M-Files prompts
you to confirm whether you wish to save that message again. Even if you do not save the message
again, the MFiles flag will now be dislayed in Outlook for that message.

With the Update MFiles Statusfunction, you can easily display all -Mles flags. Also messages
saved in MFiles by other users will then have anRilles flag in Outlook.
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4.

General improvements to the user interface

4.1 Related objects listed directly below the main object

41.1

4.2

Objects related to a particular object can now be easily browsed directly from the view or from the
search result by means of the arrow buttong:iMs shows all related objects below the main object.

This allows you to easily browse, for example, documents and contact persons related to the project,
directly from the list view.

Informative grouping titles

Related objects are automatically grouped by object type or by property definition. This aliows yo
find the desired document or other object quickly and easily. For example, if you are looking for
contact persons related to the project, you can find them easily under the groupiQpriitet
persons

ol =<
@_Ov 1« By Customer » DAT Sports & Entertainment v I 5 | l Search M-Files (M:) je) }
Organize v View v New v Operations v Settings v S E @

Search entire vault ! ) Reset All

x| Type search words Advanced Search ~

- Name = Class

B2* Assignment ij@ Reseller Agreement - DAT.doc Contract or Agreement 43Kl
#+* Customer . & Contact persons

w» Document 174 2 Helen Chase Contact Person

™ Project 4%3 Customers

- View 14 %2 DAT Sports & Entertainment Customer

P CheckOut
& Properties
B W‘I ' ) < | 1 | »
 [B Make Copy -
Ry Reseller Agreement - DAT Created: 25.11.2004 18:37, Andy Nash... |
Contract or Agreement 1D 111, version 10 Last modified: 17.7.2008 16:01, Andy Nash (... |
Document date: 21.11.2000 Project (filtered): i
Effective through: 5.1.2008 Keywords:
Customer: DAT Sports 8 Entertainment Description: -

Related objects can easily be browsed diyeficom the view or from the search result.

Favorites

In addition toMy Viewsand task area shortcuts, you can add documents and other objects to favorites.
Favorites are usepecific.

You can add objects to favorites and remove them with the followimcfiins Operationsmenu /
shortcut menu):

1 Add to Favorites

1 Remove from Favorites

Note: You cannot delete favorites with tDeletefunction.

You can conveniently access your favorites via the quick link in the task area.
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2~@ '!8 <« M-Files (M:) » Sample Vault » v I‘yl ’ Search M-Files (M:) pel |
Organize v View v New v Operations v Settings v == 0
| Search entire vault |
%% Type search words Advanced Search ~
Name = Type
4" Assignment 4 Common Views i
#s" Customer 31, Documents View
= Document 92, Customers View
o™ Project 93, Projects View
-’ View 4. Advanced Sample Views View
23 Templates View
& Properties 4 OtherViews ——i——————
M Assigned to Me View
3 Checked Out to Me View )
ﬁ Favorites View |
MRecently Accessed by Me View
MRecently Modified by Me View
3 0ffline View
\
" \
[ LogOut -

You can add frequently usddcuments to favorites and remove them.

Shortcuts for changing the workflow state

You can change the workflow state directly via the quick links in the task area. The various workflow
states are available for selection under KMhave into Statditle. You can move the object to the
desired state simply by clicking the state. If you wish, you can add a comment about the state change
at this point.

Note: TheMove into Stateitle and the various workflow states are displayed in the task area only if
the objet has an associated workflow for whose state changes the user has the required permissions.

You can also change the state by clicking the workflow or state link in the properties pane.

Various links are available in the task area and properties panehfanging the workflow state.
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