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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
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.

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.

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.
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File  Results  Groups
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2 Michael Antoine
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2 Jeff Smith Organization: Ay Consulting
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s Blan Stone Created:

7 Ashlzy Brown reated: 12.7.2006 12:35

2 Mike Johnzon Created by: [M-Files Server]
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Sirpa Levala [MOTVESYS ewsir]

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.
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Search functions

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

1 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.

1 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.

1 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.
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File  Results  Groups

Quick search | List search Customer [{ % Dacuments | Events
M aling st [Netin use] v| || Christopher Moore (CBH International)
Newslatter Monthly Froperties:
Class: Corkact Person
FH" e Chriztopher Moore
Firzt name: Christopher
= &3 AbA Donsuling [4EC] A || Sostname: oo
) ‘IJ:‘B" S“E’"h Telephone number: (312] BE5-0145
) T.DSS onnors E-mail address: zales@m-files.com
L@ im MUU'_B Hewsletter: Wwieekly: Manthiy
=88 E‘BH Int.emahonal tailing list: Christmas card
s Christopher b oore Mame or hitle: Christopher Moore
2 Debbie Smith Ot [Customer): CEH Intemational
2 Tracey Allen Created: 12.7.2006 16:04
=52 City of Chicago [Planning and Development) Created by: AndyM
£ Lauren Johnson Last madified: 21122009 15:54
2 Michael Antoine Last modified by: Sitpa Levala MOTIVES TS Mevsir

=55 DAT Sports & Entertainment
-‘; Eric Gardner
-‘; Helen Chaze
2 Mancy Hartwick
=~ &% Daviz & Cobb, Attomeys at Law

w

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.

[ M-Files CRM 2.1 EEx

Fle  Resuts  Groups

Quick search | List search Customer | Contact persan | Documents | Events
Mallng list ~| || CBH International
Newsleter 3 el
Class: Customer
Customer name: CBH Intstratinrsl
Organizatior: CBH Intemational
=43 A8A Corsulting (BEC) ~ Depament: -
3 Jeif Smith Address ine 1) T rearr=rewaa [ Properties - CBH International (Customer) Q‘E|@
2 Ross Connors Address (ine 2)
2 . Properties | workflow | Comments | Permissions
City Chicago
g pher Moors ;:;‘:ip'w‘mz IL Class: Customer v
2 Debbie Smith postal code: T
2 Tracey Allen Country: Usa Properties:
=52 City of Chicago [Planning snd Development] Telephone number. (312) 555-0150 ; . B
2 Lauren Johnson Wb site: it Fwnv. e fles. o Clstomeiiame:
2 Michael Antoine Credit rating BB, Organization: F
= &3 DAT Sports & Entestaiment Newsletter Weekly: Marthly I
) E{:ﬂ:zz Mailing st Chiistmas card; Easter epartment:
2 Naroy Hartwick e e s CBH Internationl address (lne 1): 100 Arbor Hil Road
G Honcy Harterc Created 12720051235
=43 Davis & Cobb, Attoreys at Law —— Address (ne 2):
2 Alan Stone reated by M-Files Server]
2 Ashley Brown Last modified: 21122009 15:54 City: Chicagn
2 Mike Johnson Last madified by: Simpa Levola MOTIVE: .
2 Peter Cobb State/province: 1L
= &3 ESTT Corperalon 1) ZPjpostal code: 50640
2 DarielHal
3 Sandrawiliams Country: Usa S =
(=52 First Mountain Securities [Customer Service] -
2 Eric Brewsr Carkack persons. .. Mare Properties. ..
3 JimBlack
552 Fortney Nalte Assaciales ID and version: ID 146, version 13 (Customer)
2 BenGiffih
2 Ray Gordon
3 TiaMole
=143 Lence Smith Engineering [Surveying] Check Qut ok | [ Cancel
2 Paula Srith

2 Thomas Smith

2 william H. Lance
5% OMEC Comporation

2 Elisabeth Chapman

:'? Matthew Miller &

Clear selection o e

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.

Group Management

Property: | Mailing list
Group: Easter card

(%) Add selected items to the group. Mew group

) Remove selected items from the group.

Group hame:

[ gl ] [ 0 Conference 20710, Mew York|

[ OF. l [ Cancel

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

iy . . e =l n-age
] Debbie Smith State/province: IL
5 Tracey Allen 1P/oostal code:
[=-- 5 City of Chicagao [Planning and Development] postal coce: BOBSS
2 Country: LUSA
; Mich Exclude from results e (312) 5
=53 DAT Sp Add to group > Web site: hitte
:‘a Eric 1| Remove Fram group 3 ing: Bt
= Hele :
e ] e Wwieakly.
2 Nancy Harbwick Christmas card L. I:hristr:e
=57 Daviz & Cobb, Attorneys at Law Easter card btle: )
2 Alan Stone ' City of T
2 Ashley Brown 12.7.20
2 Mike Johnson Manthly t'-'" [M-Files
= Peter Cobb Elfled: 211221
=52 ESTT Corporation [1T) ified b Sirpa Le
2 Daniel Hal Weekly
2 Sandra Williams T

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.

_ 4a Peterlobb At this stage, you can delete companies or contact
=&l ESTT Coaration (IT) persons from the search result or list using the
] m_ Exclude From resulks "Exclude from results" function before printing out the
i» Sandia e-mail address list or address labels. Use the "Remove
=@ First Mount e 1 27 g from group" function if you want to remove the contact
i EricBre Remove Fram group 3 from a list permanently.
2 Jim Blac

(=5 Forthey Molte Associates
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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.

(] M-Files CRM 2.1

| B; Ald Conzuling (AEC)

With the "Create labels" function M-Files automatically creates a new Word file

information in address label format.

P | Customer name:

[ T,

File | Results | Groups
Quick | Create labels... » || Company | Contact person
Seard I Copy e-mail addresses to dipboard I Personal F Corpon
Limit results Propeities:
Class:

including contact

Labelsl - Microsoft Word

DATSports & Entertainment
93 First Street

Suite 101

63110 Saint Louis

UsA

First Mountain Securities (Customer
Service)

900 Third Street

38130 Memphis

usA

OMCC Corporation
200 South Main Street
74802 Shawnee

usA

S&CSouthwestPower
6575 Madison Avenue
85261 Scottsdale

usA

on) H 964 Table Tools _ = x
v g = =
ta 1
| Home ‘ Insert Page Layout References Mailings Review View M-Files Design Layout @
=1k i . - A E A 4 Find ~ |
=] B Calibri (Body) 11 A XA : : |AaBbCcDe | AaBbccDe AaBbCi AaBbCc b Replace l
53 — v ac
Paste # ‘n I U -abe x, X A:'Hay_' A-| |§‘ Q THormal | Mo Spacing Headingl  Heading2 — gtf;ﬁlgsgf [ Select~
Clipboard ™ Font M| Paragraph F] Styles F] Editing |
! - \ 1 \ S MR 4 # s \ 5 \ 7 |
=
City of Chi Planni d
A&A Consulting (AEC) CBH International Dg:b r::ng:)[ Aanningan
444 Blackwell Road 100 Arbor Hill Road p
. 300 Union Street
14th Floor 60840 Chicago 60688 Chicago
33101 Miami usa e &
UsA

Davis & Cobb, Attorneys at Law
1300 Park Avenue

10001 New York

usa

Fortney Nolte Associates
500 Parkwood Lane
Suite 25

33335 FortLauderdale
usa

Reece, Murphy and Partners
1051 Kensington Way

60701 Chicago

usa

Tennessee Land Surveyors
(Nashville)

700 Washington Street
Suite 101

37201 Nashville

usa

ESTT Corporation (IT)
555 5th Avenue
10041 New York
UsA

Lance Smith Engineering (Surveying)
111 Kentwood Street

60682 Chicago

UsA

RGPP Partnership
850 Americana Drive
85001 Phoenix

UsA

Warwick Systems & Technology
1100 williams Drive

Suite 105

33140 Miami

UsA

Finnish

Page:10fl | Words: 161 | ¢35

IEIEEY

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.

;ll

Subject: Ce

Dear M-Files Custory
Select Al

We wish you warmly welcome to the...

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.

Resulks
Simple search | List Search Customer | Contact person | Company's Documents
= 2
Quick search a2 Mamme: Size | Date Modified

B3] Confirmation of Order - Land Construction, doc 33KE 09.07.2007 17:02

Company search: [E maor chart D1E.dwg 2BKE  10.06.2008 21:03
Contact search Doar Chart 0SE.dwg 29KE  10.06.2008 21:03

Door Chart 35E.dwg 27TKE  10.06.2008 21:03
Limit to 500 resuls Door Chart 51E 10.06.2008 21:03
Floor Plans of the Additional Building 10,06,2008 21:04

=53 Abd Consulting [AEC) A HYAC Engineeting, doc 33KE  09.07.2007 17:02
& Jeff Smith 19 Order - Land Construction.doc JIKB 09.07.2007 17:02
3 2)
g Poss Cannars = Profert Announcement | Austin,pdf &KE 09.07.2007 17:03
- I.JdawTslr; '&"D”;;Emmme - alLew 8 proposal 7702 - A&A Consulting (AEC).dor STKE  10.08.2008 13:19
'_: First Mnuntam’ SECUII[IiS (Custormer Servios] lﬂﬂl’-‘rupusal 7705 - AfA Consulting (AEC).doc S7KE 10.08.2008 13:19
lﬂﬂl’-‘rupusal 7706 - AfA Consulking (AEC),doc S7KE 10.08.2008 13:19
52 Reece, Murphy and Partners I .
53 Tennessee Land Surveyors (Nashville) JPmposal 7714 - ARA Consulting (AEC).doc STKE 10.08.2008 13:19
Iﬂ-ﬂl‘-‘mposal 7715 - ARA Consulting (AEC).doc STKE 10.08.2008 13:19
@Pmpﬂsal 7716 - A&A Consulting (AEC).doc S7TKE 10.08.2008 13:19
@ I—“—ﬂRequest for Proposal - HYAC Engineering. doc 33KE 09.07.2007 16:47
IﬂﬂReqm&st for Proposal - HYACZ Engineering, Bui... 33KE 09.07.2007 17:04
IﬂﬂReqm&st for Proposal - Land Construction,doc 33KE 09.07.2007 16:46
Iﬂ-ﬂRequest far Proposal - Land Construction, Ar... 33KE 09.07.2007 17:04
@Jsa\es Invoice 236 - AfA Consulting (AEC).xls 35KE 10.08.2008 13:25
@Sa\as Invoice 235 - A&A Consulting (AEC).xls 35KE  10.08.2008 13:25
@ @jsa\as Invoice 240 - A&A Consulting (AEC).xIs 35KE  10.08.2008 13:25
@ Section Drawing of Building, dwg 112KE  10.06,2008 21:04
@ South Elevation.dwg 137KE  10.06,2008 21:04
= subcontracting Agreement - Building #3 17.07.2008 16:02
IQﬂsubcontractmg Agreement - Building #4.doc 73KB 10.08.2008 13:22
@Suhcnntrattmg Agreement - Building #5.doc 43KB 17.07.2008 16:02 -
Order - HVAC Engineering Created: 06,07.2007 12:04, Tina Smith (Tinas)
Order ID 233, version 4 Last modified: 09.07.2007 17:02, Ting Smith (Tinas)
Document date: 10.11.2004 Sales Invaice 240 - ABA Consulting
Customer: A&A Consulting (AEC) {AEC)
Project (filtered): Austin District Redevelopment

K ds:
Description:
Document: Request for Proposal - HVAC

Select al Engineering

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 i 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

(x =2=a-a_a-a

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.
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