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M-Files Project Document Management 
 

Easy, effective management of project documentation with M-Files! 
 

M-Files is a document management system that provides a quick and easy way to save your 
organization's documents in a centralized manner, so that they are available to all personnel 
who need them as an important resource. Since the reusability of documents increases and 
the time spent searching for information is minimized, the personnel can spend considerably 
more time on productive work. 
 

 

Create a template project in M-Files 
Use a template project to specify the phases usually included in a project delivery. A template 
project consists of folders and tabs. For example, the folders may cover schedule, planning, 
work safety, and cost control. 

 
Each folder has tabs. For example, the tabs of the work safety folder include the following: 
regional plan and work safety policy. 
 
A template project can be modified to suit the needs of almost any sector of operation, be-
cause the structure can be fully adapted by the customer. 

Create a new project by utilizing the structure of the template 
project 
You can choose which template project tabs to include in the project you have created. Speci-
fy the person responsible and a due date for every tab.  
 

 

M-Files makes it easy to find documents and to monitor the generation of docu-
mentation required for a certain project within the deadline given. 
 
The Project Document Management add-on product provides an easy-to-use Web 
user interface, used to specify in what sequence and by whom documentation is 
created for the project.  
 
Any documents missing from the project documentation can be easily spotted by 
using the monitoring panel. 
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Figure 1 (above):  When you create a project, specify its scope, the due dates for the various 
phases, and the employee responsible. 

Monitor the project's progress in real time 
You can see the progress of the various phases of the project at a glance. It is easy to attach 
documents to the phases, and their status can be altered with a specially designed tool. This 
speeds up project meetings, because you can attach any missing documents to M-Files dur-
ing the meeting! 
 

 
Figure 2:  It is easy to check the general status of the project with the tool. 
 
 
You can study the project's progress through the folder structure. With a single glance, you 
can see how many documents the phase involves, who is responsible for the phase, and the 
due date for that phase. You can edit phase information and documents directly from the user 
interface of the tool! 
 

 
Figure 3: You can use the tool to examine the status of each project folder. You can also 
bring up documents related to the phase with one click of the mouse! 
 
 
It is also possible to monitor employee-specific statuses: you can see right away how many 
phases each employee is involved in and the status of these: 
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M-Files Project Document Management is an additional application available for M-Files us-
ers for a separate fee. For further details, please contact your M-Files representative or our 
sales department (sales@m-files.com). 
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