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M-Files CRM 
 
 

M-Files is a document management system that provides a quick and easy way to store your 
company's documents in a centralized manner for the use of all personnel as a business 
asset. The increased document reusability and the minimization of time spent searching for 
information frees a significant amount of time for the personnel to devote to the organizationôs 
core operations. 
 
In addition to its use for storing all of a company's information material, from files of all types 
to entire projects, M-Files offers a wide array of possibilities for managing customer relations 
and sales processes: M-Files CRM (Customer Resource Management) is an additional 
application that offers versatile tools for management of customer-specific data, saving of 
campaign information, and active growth in sales. 

 

Managing customer-specific information from a single location 

 
M-Files CRM utilizes the information stored in M-Files but also provides an application and 
interface designed specifically for the management of customer relations. You can also use 
different properties offered by M-Files in managing customer relations. For example, you can 
add an e-mail reminder of an upcoming appointment or an agreed meeting, or delegate the 
upcoming appointment to another employee, such as a project manager. 
 

 
 
M-Files CRM is an easy-to-use "Simple CRM" application for managing contact information, contact 
persons, projects, documents, contracts, equipment, appointments, and meetings, along with other 
customer-specific information. 

M-Files CRM is a very easy-to-use and versatile application for managing 
customer and contact information. The application enables you to enhance and 
monitor sales processes with their campaign data. On the basis of different search 
criteria, you can also print contact information lists, such as address labels or  
e-mail address lists.  
sähköpostilistoja. 
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Search functions 

 
M-Files CRM offers a wide variety of search functions: 
 

¶ With the Quick search, you can find both companies and contact persons. The 
search results provide you with the contact details for the right people at the desired 
company in no time. For example, when searching with the word "Chicago", the 
companies in Chicago and their contact persons are shown.  

¶ If you leave the search field empty, the application will show you all companies and 
contact persons. The use of uppercase or lowercase characters does not affect the 
search results. 

¶ The List search function allows you to find various companies and contact persons 
added to lists or customer groups. This will associate your search results directly with 
the desired contact information, for example, for sending newsletters or Christmas 
greetings. 

 

 
 
The search results provide you with the contact details for the right people at the desired company in no 
time. For example, the list search function allows you to look for the contact persons selected to be 
recipients of newsletters. 
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Updating and adding contact information 

 
You can edit and add contact information by using the Edit function, which will also update the 
material in M-Files. For example, you can add certain contact persons to a mailing list at this 
stage. Of course, you can also add and remove companies and/or contact persons. 
 

 
 
You can easily modify the contact information in the metadata card using the Edit function. The Show 
function opens the selected object to the M-Files user interface. 
 
TIP: You can also make much use of the automatic M-Files functions in the various document 
templates. For instance, in offers or contracts, these will include up-to-date customer 
information in the document, saving you time and also ensuring that every employee in your 
company sends documents with the correct customer-specific information to your clients. 
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Managing group lists 

 
You can easily create new group lists using M-Files CRM and add or remove contacts from 
the lists.  The rights to add new groups, as well as other rights and permissions, can be 
restricted to certain users only with M-Files. 

 
 
 
 
 

 
 
 
In Group Management you can add or remove customers and contact persons. Creating a new group 
list is also very fast and easy. 

 
 

 
 
You can also add or remove contacts by clicking the right mouse button. 

Editing the search result or list before printing  

 
When you have obtained the desired search result or list, such as a list of people to invite to a 
client event, you can edit the result: you can add or delete companies or individual contact 
persons in the search result before printing out the contact information as an e-mail address 
list or address labels. 
 

 
At this stage, you can delete companies or contact 
persons from the search result or list using the 
"Exclude from results" function before printing out the 
e-mail address list or address labels. Use the "Remove 
from group" function if you want to remove the contact 
from a list permanently.  
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Printing contact information as address lists  

The Results function provides the selected contact information in address label format (in a 
Word file). You can also modify the information and settings for printed address labels. 
 

 
 
With the "Create labels" function M-Files automatically creates a new Word file including contact 
information in address label format. 

 

 
 
You can also modify settings in Word. 
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You can also copy the selected contact information in e-mail address list form to the e-mail 
software you are using by one click. Addresses are separated with a semicolon. The contact 
information can also be printed out in other formats and for other uses. 
 

 
 
You can send mass mails to the group members or other selected contacts. 

Extensive possibilities for use in managing customer information 

 
M-Files CRM provides extensive flexibility for the management, monitoring, and utilization of 
diverse types of customer-specific information. 
 
You can quickly find all customer documents from the Company's Documents tab, regardless 
of their file format or document type. You can edit the documents and save the changes as 
you would via the normal M-Files interface.  
 

 
 
By activating the desired document, you can also view the document's metadata which can be also 
edited directly in the M-Files CRM interface.  
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The latest contacts for the customer can be found on the Company's Contact Events tab: 
telephone conversations, meetings, negotiations, etc. You can also add different 
appointments, deadlines, and notifications based on them ï for example, an e-mail reminder 
of the next agreed contact, a meeting, or contract termination.  
 

 
 
Previous contacts can be checked from the Company's Contact Events tab before the next contact. You 
can also verify that promises to the customer to handle something by a certain date are fulfilled within 
the agreed time.  
 
Other tabs can be added, based on your company's needs and the customer information. For 
example, all customer projects can be found on the Projects tab. You can view and edit 
project status, and, for example, use different work flows. Also pictures and drawings 
delivered to the customer can be shown on different tabs, or contracts related to a certain 
customer can be displayed on a separate tab from other documents. Certain types of goods 
or equipment deliveries can also be shown on their own tabs, as can software licenses and 
other customer-specific information.  

M-Files CRM: 

 

¶ No major investments 

¶ Highly customizable 

¶ Easy to use 

¶ Ensures data security 

¶ Provides ease of finding 
 
Č M-Files CRM is a truly comprehensive solution for management and monitoring 

of diverse types of customer-specific information material! 

 
Technical requirements: The M-Files

®
 5.0 (or higher) must be installed on the same client 

computer as M-Files CRM.  
 


