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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, information, and processes.

Development of M-Files 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 e-mail messages and for their 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. In addition,
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 customers with many useful ways to develop and
improve the organization's operations and spend more time on productive work. M-Files 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 2010

v" Automatic saving of e-mail messages with their metadata by means of Outlook rules and M-Files

features

v" Automatic association of contact persons and customers with e-mail messages

¥v" An M-Files flag for indication of messages that have been saved to M-Files

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

¥ 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 to the icon selection

¥v" More convenient workflow assignments

¥ Shortcuts for changing the workflow state

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

v Pre-filtering of value lists for properties

v Support for larger document vaults (over a million documents)

¥v" Improved management of fault situations by means of server settings

¥v" New language versions: Spanish, Italian, 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 32-bit and 64-bit Microsoft Windows operating systems. The 32-bit
and 64-bit systems have separate installation programs.

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

e Windows Server 2008 R2
e Windows Server 2008
e Windows Server 2003

e Windows 7
e Windows Vista
e Windows XP

e 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 the M-Files Client installation. Ensure that the target computer also
has at least 500 MB of free space for the M-Files Server installation. The space required by the
document vault depends on the number and size of the documents and other objects to be stored.

Mac and Linux users can access M-Files via a browser-based user interface.

How to upgrade to version 7.0

Our subscription customers have the right to update the M-Files software at no charge. If you need
support for the installation or update, or if you want to gain as much benefit from the M-Files 7.0
features as possible for the specific needs of your company, our consultants' services are available.
Our customer service staff helps with licensing and subscription matters.

Update instructions:

http://www.m-files.com/eng/res/How to upgrade M-Files software.pdf

Please contact our customer service or consulting services staff by sending e-mail to the address
sales@m-files.com.

Our technical support personnel answer questions sent to the address support@me-files.com or at
http://support.motivesys.com.

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

Tel. 1 (972) 516-4210

Fax 1 (972) 516-4211

Other countries:

Tel. +358 3 3138 7500

Fax +358 3 3138 7550

We hope you will enjoy cooperating with us and working with M-Files in the future! Please
do not hesitate to contact us with any questions. We invite you to join us on the M-Files Web
site: www.m-files.com.
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3. Saving e-mail messages to M-Files

Since M-Files 5.0, it has been possible to save e-mail messages directly to M-Files. M-Files 7.0 offers
several new features and more diverse benefits for the daily handling of e-mail 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 M-Files features.

3.1

3.2
3.21

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

Saving messages in M-Files folders and other new features

You can save messages quickly and easily by dragging them to M-Files folders in Outlook.

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

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 the M-Files folder.

Messages related to a particular message are interlinked in M-Files. Thanks to this, the entire
message thread is easily accessible and readable in M-Files.

The Show in M-Files function allows you to open a stored message in the M-Files user interface.

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

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

When an e-mail message is saved to M-Files in Outlook, the document date will automatically be
the same as the e-mail date, no matter when the message is saved to M-Files.

You can use the Save to M-Files and Show in M-Files functions also through the M-Files menu.

=) _j M-Files =4 0 Scott Erick... US Channel Activity (L) M-Files ti 15.6.20
4 Company X i-4 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 forMir (1A Filac +i 15690

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

] Sent Proposals | o -

[ Technical Documents b Petteri Hei... RE: Passolo-dongle tandan ki .@ 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 them in M-Files.

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 messages to M-Files, on the
basis of, for example, the message's sender or subject.

For example, you can specify that all proposals sent are to be saved to M-Files on the basis that the
subject contains the word "proposal.”
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3.2.2

You can find the Outlook rules in the Tools menu (select Rules and Alerts). The Outlook rules are
user-specific.

Note: When one is saving to M-Files, it is best to use the rule "move a copy," in which case the actual
message remains in the original folder, such as the Inbox or Outbox.

If Outlook is not open when the user receives a message that would be saved to M-Files according to
the rule, M-Files will suggest "Save pending messages now" when Outlook is opened the next time.
sz

Rules Wizard

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

[ Cancel ] [ < Back ]L Next >J [ Finish ]

You can utilize Outlook rules to automate saving of the desired messages to M-Files.

Speciying automatically populated metadata for each M-Files folder

You can specify automatically populated metadata (properties), added to e-mail messages when you
save them to M-Files. The definition is done separately for each M-Files folder, which means that for
each folder there are defined certain properties that are added to e-mail messages whenever they are
saved in that M-Files folder. In order for this feature to be utilized, the message must be saved by
dragging it to the M-Files folder.

You can find the Specify M-Files Properties function in Outlook by right-clicking the M-Files folder.

By utilizing folder-specific M-Files properties, you can, for example, automatically associate related
messages with a certain project. For instance, if you provide a folder with the property Project and
give it the fixed value Zenith Construction Project, messages saved in that folder are automatically
associated with Zenith Construction Project. Alternatively, if you wish to save all job applications in
the Job applications class, select the folder property Class and set its value to be Job applications.

You may also specify M-Files folder properties to be read from the e-mail message itself.

In addition, you can specify whether the metadata card is to be displayed when messages are saved in
the M-Files folder. The metadata card should be displayed if you wish to check or modify
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automatically populated metadata during saving, or if you have not defined any folder-specific
properties.

M-Files subfolders

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

You can specify automatically populated metadata for M-Files subfolders in the same way as for
main-level folders. Messages saved in a subfolder are saved in the M-Files vault on the basis of the
main folder.

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

Specifying common M-Files folders

You can also specify that the M-Files subfolder you created is common to all users, in which case the
folder will be displayed in Outlook to all users. A common M-Files 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
specified 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 for e-mail messages.

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

The M-Files administrator can use M-Files Server Administrator to specify that messages are
automatically associated with contact persons and/or customers saved in M-Files, on the basis of the
sender and recipient information. In this case, a message from, for example, matt.bay@estt.com can be
automatically associated with the contact person Matt Bay and the customer ESTT.

When the user is saving an e-mail message to M-Files in Outlook, M-Files looks for similarity
between the e-mail addresses in the message and the properties that have been specified in M-Files
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 the message is
saved in the M-Files folder in Outlook.

This automation takes place on a vault-specific basis (with a vault-specific M-Files folder in Outlook),
so it applies to all subfolders of the M-Files folder in question.

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

In M-Files Server Administrator, you can make vault-specific specifications concerning the type of
contact person or customer information to be associated with e-mail messages. M-Files will look for
similarity according to the following principles:

Contact persons

M-Files looks for a full match with a contact person's e-mail address. M-Files will associate the
message with the contact person Matt Bay if Matt Bay's properties have exactly the same e-mail
address as the message does (matt.bay@estt.com).

Customers
If customer information has been specified in the e-mail integration settings:

1. M-Files looks for customer matches via the contact person (the Customer object type must be the
owner of the Contact person object type): M-Files will associate the message with the customer ESTT
if Matt Bay is the contact person for ESTT.

2. M-Files also looks for similarity between the domain name in the e-mail address and the customer's
properties: M-Files will associate the message with the customer ESTT on the basis of the e-mail
address domain, matt.oay@estt.com or patsy.bay@estt.com, if the domain estt.com can 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 information.

l 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:

\(anv property) M ]

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 M-Files 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 saved the message
to M-Files.

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

With the Update M-Files Status function, you can easily display all M-Files flags. Also messages
saved in M-Files by other users will then have an M-Files flag in Outlook.
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4.

4.1

41.1

4.2

General improvements to the user interface

Related objects listed directly below the main object

Obijects related to a particular object can now be easily browsed directly from the view or from the
search result by means of the arrow buttons. M-Files 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 allows you to
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 grouping title Contact

persons.
B
@Ov 1« By Customer » DAT Sports & Entertainment v I 5 | ’ Search M-Files (M:) jol ]
Organize v View v New v Operations v Settings v S E @

Search entire vault ) Reset All

x| Type search words Advanced Search ~

Class

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

Name =

w» Document 174 2 Helen Chase Contact Person
™ Project 4%3 Customers
- View 1”4 %2 DAT Sports & Entertainment Customer

z Check Out
&' Properties
® l'iSt*'-“"/ . < | 1 | »
B Make Copy A
Y 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):
Effective through: 5.1.2008 Keywords: =
Customer: DAT Sports 8 Entertainment Description: -

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

Favorites

In addition to My Views and task area shortcuts, you can add documents and other objects to favorites.
Favorites are user-specific.

You can add objects to favorites and remove them with the following functions (Operations menu /
shortcut menu):

e Add to Favorites

e  Remove from Favorites

Note: You cannot delete favorites with the Delete function.

You can conveniently access your favorites via the quick link in the task area.
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4.3

vla <« M-Files (M:) » Sample Vault » v [6,] l Search M-Files (M:) pel |

Organize v View v New v Operations v Settings v g== v @

Search entire vault bd W <) Reset All
%) Type search words v m Advanced Search ~

- Name = Type
4" Assignment 4 Common Views

#+* Customer 1. Documents View
«» Document 92, Customers View
o™ Project 33, Projects View
- View 4. Advanced Sample Views View
™ Templates View

i Properties 4 Other Views
G A M Assigned to Me View
= Root 1 Checked Out to Me View

= e e " & Favorites View
. Checked Out to Me | MIRecently Accessed by Me View
= Favorie ™ Recently Modified by Me View

@cmssedbvm M 0Offline View

You can add frequently used documents 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 the Move into State title. 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: The Move into State title and the various workflow states are displayed in the task area only if
the object 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.

E=% ECR =
v|"~:lf“, « 1. Documents + By Class » Job Application or CV » - | g | | Search M-Files (M:) L2 |
Organize » View = New » Operations » Settings g= - @
T
& Properties Search entire vault |
B History x| Type search words Advanced Search =
[ MeRCoey Name = Size Date Modified
2 ™]CV / Jonathan Lockhart.doc 33KB  9.7.2007 16:59
C'u’, Steven Meyer.doc 33KB  9.7.2007 15:51
| B job Application, Bill West.doc BB 176.201011:29 |
@Job Application, Jim Red.dec 33 KB 9.7.2007 17:02
A p@]ob Application, Jonathan Lockhart.doc 33KB 9.7.2007 16:59
|» = Job Application, Pam Ryder 9.7.2007 17:02
Job Application, Paula McEnroe.doc 33KB  9.7.2007 17:02
Job Application, Themas Westwood.doc 33KB  9.7.2007 17:02
= Job Application, Tina Cordwell.doc 33 KB 9.7.2007 17:02
lob Application, Bill West Created: 2511.2004 17:42, Samuel Lewis (...
Job Application or CV 1D 101, version 13 Last modified: 17.6.2010 11:29, MOTIVESYS\levsir
lob opening: 5ales Assistant / November 2010
Keywords:
Description:

Workflow: Processing job applications
State: Interview held
Assigned to: Andy Nash (AndyN)

L]
3

Various links are available in the task area and properties pane for changing the workflow state.
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4.4 The latest comment displayed

In the comment field, the latest comment is always displayed, whether it was added to the latest
version or not. In other words, if there is no comment in the latest version, M-Files still shows the
comment added last.

4.5 Other changes to the task area

e Recently Accessed by Me: Displays a view of the documents and other objects last opened or
edited by the user.

e Arrow functions: You can open and close the quick links below each title by clicking the arrows.
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5.

5.1

5.2

5.3

Other usability improvements

Support for MS Office 2010 and AutoCAD 2011
M-Files 7.0 supports Microsoft Office 2002, 2003, 2007, and 2010.

In addition, M-Files 7.0 supports the latest AutoCAD version, 2011 (AutoCAD and AutoCAD LT), as
well as previous AutoCAD versions beginning with AutoCAD 2004.

Previewing files in a metadata card

In addition to being able to preview documents from the M-Files user interface, you can now preview
them in the metadata card. You can activate the preview in the metadata card by clicking this
function's icon in the upper right-hand corner. In preview mode, you can easily browse and copy the
contents of documents. Preview is possible if the software supporting the relevant file format is
installed on the machine.

When you are transferring files to M-Files, for example, the preview function makes it easier to fill in
the metadata.

E Ominaisuudet - Confirmation of Order - Land Construction.doc (Document) @
[ Yieiset | Ominaisuudet | Tyankulku | kommentit | Suojaus | imoitukset |
Class: Confirmation of Order v |lo| Nullam eu tellus
Monitiedostoinen dokumentti Aliquam mollis
@ Yksitiedostoinen dokumentti 1 ) doc | Do_nec n dla‘m Vitae ;
Aliquam vehicula cursus nibh
Ominaisuudet:
Name or title: onfirmation of Order - Land Construction . - . "
i Vivamus pretium
Document date: ] 2.12.2004 B Nullam eu tellus
Customer: A8A Consulting (AEC) v @y Ahqual,n m.olhs .
T Donec in diam vitae
Project (filtered): Austin District Redevelopment v @5l Aliquam vehicula cursus nibh
Keywords: e
Descption: Lorem ipsum:
Dhuis libero tortor. convallis eget. elementum et. consectetuer sit amet.
elit. Aliquam tempus tellus sed massa dapibus sodales. Fusce purus.
Nulla sapien augue. lacinia non, lobortis non. suscipit in. nisl. Nulla
mi.
Created: e Vestibulum elit. Donec libero sapien, pulvinar a, varius commodo,
- + lacinia et. nisl. Fusce congue. lectus non bibendum elementum, libero
Created by: ina Smith (TinaS) - 3 2 % A 3 5 R
velit laoreet nibh, sit amet porttitor enim nulla in lacus. Suspendisse
[ Lisaé ominaisuuksia. .. viverra quam vel sapien. Curabitur suscipit varius odio. Morbi velit y
D ja versio: D 235, versio 5 (Document) diam, 'dlgmssun vel, ultx'lces 1d consectetuer porttitor, msl.'Ahquaf.m x
vel dui. Aenean nec est id sapien malesuada rutrum. Curabitur quis 3
(o) () o]

You can activate the preview in the metadata card by clicking the function's icon in the upper right-
hand corner. The preview is disabled by default.

Icons for value list items

In previous versions of M-Files, it was already possible to add, change, and remove icons for object
types. In M-Files 7.0, you can add icons for value list items as well. This allows you to further
increase the clarity of the M-Files user interface.

Specific icons can be defined for, e.g., workflow states and meeting types. Since workflow states can
be changed directly with the shortcuts in the task area or properties pane, icons can be used to make a
visual distinction between the states.
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Workflows

Name & ID Permissions | New Item |
Processing job applications 105 Allinternal users read allowed ‘ New Subitem J
Reviewing and accepting purchase in... 102 Allinternal users read allowed =
Reviewing drawings 106 Allinternal users read allowed [ Delete ‘
\ Rename ]
\ Permissions... ]

Change Icon

[y m. . »

States
Name & ID Owner Pe l New Item |
110 Reviewing and accepting ... Al [ Delete i
Checked, awaiting approval 109 Reviewing and accepting ... Al =
Paid 112 Reviewing and accepting ... Al l Rename ‘
Received, awaiting checking 108 Reviewing and accepting ... All E
Rejected 111 Reviewing and accepting ... Al l Permissions... |

Change Icon...

< |n NP - »

Refresh from external database:

[ Refreshow | [ RefreshingStatus... |

You can easily add, change, and remove icons for value list items.

Look for icons in this file:

Es\7.0.2501.0\ServerTools\Icons.dll I Browse... |

Select an icon from the list below:

BF P Pkl

H_

BPPakel -

B

SPTexOl
BP1 X<

ok J[ cancel |

A

Thanks to the extensive selection of icons offered by M-Files, the visual clarity of the user interface
can be increased in accordance with the organization's operations.
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5.4

5.5

5.6

Similarity search for all value list items

When you want to provide an object with a property that uses a value list, M-Files will suggest
previously saved values with the same beginning. In previous versions, M-Files searched for similarity
over the first 5,000 values, which meant that use of a filter was necessary for searching some of the
values saved earlier. M-Files 7.0 searches for similarity with all values saved and then suggests
suitable values.

For example, when the user wants to add the customer ESTT to the document House Plan Star and
starts typing the letters ES in a field using a value list in the metadata card, M-Files will suggest all
customers beginning with ES, and the user can then select ESTT.

Saving and converting to PDF

You can save a file directly as a PDF file by using the M-Files functions. This enables you to save the
file in the M-Files user interface with the Save As PDF function without needing to open the file in an
application.

In addition to the earlier PDF save options, M-Files 7.0 offers the opportunity to automatically save a
single-file document as a multi-file document. In this case, M-Files first automatically changes the
single-file document (e.g., Word file) to a multi-file document and then creates a PDF file in that
multi-file document. Thus, both the original file and the PDF file are automatically available in the
same multi-file document.

You can also convert a file to PDF. In this case, the original file (e.g., a Word file) is replaced with the
corresponding PDF file.

Improvements in M-Files Web Access

M-Files Web Access for version 7.0 includes also many improvements and new features. Thus, users
who cannot use the client software can be guaranteed the same properties and functionality as regular
users.

M-Files Web Access also enables easy publication of different kinds of material on the Internet, so the
number of users can be unlimited. Press releases, publications, photographs, product catalogues, etc.
can be easily published via M-Files Web Access.
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6.

6.1
6.1.1

6.1.2

6.2
6.2.1
6.2.2

Improvements to searches

General search criteria

Search all objects

With this default setting, M-Files searches for all objects on the basis of the search strings (unless
more specific search criteria have been defined in the advanced search).

Predefined search criteria

Predefined search criteria can be used to speed up the search. You can search for objects according to
a certain object type (e.g., documents only) or the modification date:

e Search only: by object type

e  Search only: modified (today, within the last week/month/year)

e  Search only: documents | have accessed (today, within the last week/month/year).

v|@ « M-Files (M:) » Sample Vault » v [ 43| search M-Fites (M Pl
Organize v View v New v Operations v Settings v g== = @

objects 2 ) ResetAll

Search only: Assignments Advanced Search ~

Search only: Contact persons

B Search only: Customers pan
. : Search only: Documents

4} Asskrument Search only: Projects

#»" Customer S

Search only: documents modified today

Search only: documents modified within the last week

2" Project Search only: documents modified within the last month

Search only: documents modified within the last year

w» Document

- View

Search only: documents I have accessed today

Search only: documents I have accessed within the last week
= | Root Search only: documents I have accessed within the last month
- Search only: documents I have accessed within the last year

§oned e 93, Projects View
Klecked Qut ta e ™4, Advanced Sample Views View

Fepites M Templates View
Recently Accessed by Me <

4 Other Views - e ™ ]
9 Assigned to Me View

3 Checked Out to Me View

7.7 Favorites View

P Recently Accessed by Me View

3 Recently Modified by Me View |3
M Offline View e

Log Out:

You can find the desired object more quickly by using predefined search criteria.

Quick Search
Type search words in the quick search field.

Search contents

Just as before, the user can determine whether to search metadata, file contents, or both. The search
contents are now specified in this field (previously included in the general search criteria). There is a
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6.3

6.3.1

specific icon for each type of content to be searched. By default, both metadata and file contents are
searched. If the user changes the content setting, M-Files will use that setting for all subsequent
searches.

EXS
@()v‘ % « M-Files (M:) » Sample Vault » 2, Customers » v | 45 l | Search M-Files (M:) pe l
File Edit View Tools New Operations Settings Help
Organize v View v New Operations ¥ Settings ¥ S 2 @

Search entire vault ) Reset All

Advanced Search ~
Clear History

- - City State/province Telephone n...
8" Assignment e Miami FL (305) 555-0180
«+* Customer M Searchiiy fle contents Chicago IL (312) 555-0150
-« Document |+ search in metadata and file contents Jn... Chicago IL (312) 555-0101
™ Project 2 | &3 DAT Sports & Entertainment Saint Louis MO (314) 555-0117 =
- View 2 | &3 Davis & Cobb, Attorneys at Law New York NY (212) 555-0169
2 | &3 ESTT Corporation (IT) New York NY (212) 555-0156
2 1 &3 First Mountain Securities (Customer Servi.. Memphis TN (901) 555-0188
% | Root 12} 43 Fortney Nolte Associates Fort Lauderdale  FL (954) 555-0142 —
2 &2 Lance Smith Engineering (Surveying) Chicago 1L (312) 555-0187
@ &3 OMCC Corporation Shawnee 0K (405) 555-0163
2 &3 Reece, Murphy and Partners Chicago 1L (312) 555-0111

Am SRR A ' N e 2 fanny FEE AT

You can easily change the setting for the search contents in the quick search menu.

Advanced search
New features and changes:
o All definition fields are displayed (three in parallel).
o All property definitions are listed separately.
e The Property (any property) option has been removed.

¢ You can display the less frequently used property definitions with the More function.

Subordination of search criteria

You can easily specify search criteria by utilizing their subordination, so the options shown in the lists
are filtered on the basis of other list choices. For example, if you have selected a certain workflow as
the search criterion, the state options are filtered such that only the states related to your selected
workflow are visible and selectable. Corresponding filtering will be performed automatically for other
interdependent value lists as well. For example, contact persons are filtered by customer if these value
lists have a hierarchical relationship.

Subordinate search criteria can be used with the "is" or "one of" operator (the latter in additional
conditions only).
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6.3.2

Settings ¥ Hz=ow (7]

| Search entire vault ) Reset All

v . -
o @ =]
P—

Filter: '*'
Jeff Smith
Name = Ross Connors

Documents (3)

Iy ®> Subcontracting Agreement - Building A 25.7.2009 13:28
» 8] Subcontracting Agreement - Building B.doc 73KB 25.7.2009 13:28
b ,E;‘]Subcontracting Agreement - Building C.doc 43KB 17.7.2008 16:04

You can utilize subordinate search criteria when searching for, e.g., documents related to a certain
contact person.

Indirect searches

You can specify search criteria also by means of property relationships, which means that the object
itself need not have the property in question. The property selected as the search criterion is in this
case the property of a related object.

By using indirect search, you can, for example, find agreements related to a specific country; even if
the Country property has not been defined for the actual agreement, it is enough if it can be found via
a customer associated with the agreement. In this case, the search criterion is specified as
"Customer.Country." You can specify these indirect search properties by clicking the plus-sign button
in the list and then selecting the property of a related object to be used as the search criterion. In the
above example, Customer was selected from the list first, and then the customer's Country property,
which resulted in the search criterion with a period, "Customer.Country," being displayed in the search
field.

You can specify indirect views in the same manner, by using the properties of related objects. You can
utilize indirectness when specifying filter settings as well.
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o

@ v,’ <« M-Files (M:) » Sample Vault » 2. Customers » v |6, ‘ | Search M-Files (M) pel I

CFile Edit View Tools New Operations Settings Help

Organize v View v New v Operations v Settings v s o

Search entire vault ) Reset Al

%
7| agreement - Advanced Search
0] @ @

& ssioment o I -
E PO S

B8 Additional Conditions (1)...

«» Document Created
o™ Project Created by

—Ho =] gLesdh:n:::mg City State/province Telephonen...
- Accessed by me Miami FL (305) 555-0180
% Root Address (ine 1) Chicago 1L (312) 555-0150
Dy, Address fine2) velopm... Chicago L (312) 555-0101
wa Checked Out to Me g:;yss Saint Louis MO (314) 555-0117
| FaVOrites Conbat e New York NY (212) 555;@169
| Recently Accessed by Me Couitry New York NY (212) 555-0156 >
Created E|

[i1 Log Ouk

\

You can specify indirect search criteria, in which case the object itself need not have the property that
is being searched for; the object is included in the search results if a related object has the same
property.

Specify the additional conditions that objects must meet in order to be shown in search results.

Look in different inflected forms of the words in Quick Search
Look in all versions

[ ]show latest version

| Status | Properties |Files | Permissions |

Property Operator Value Options

Proect Customer R = Rdjvsa ______________RI|

| AddCondion | | Remove Condition

| ResetConditions | [ ok || cancel ]

By using additional conditions, you can create three-level indirect search criteria.
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6.4 Grouping of search results by object type

M-Files automatically groups search results by object type. Thanks to this, you can quickly and easily
find the desired object, regardless of whether you are looking for, e.g., a document or project.

If there is a "+" sign in addition to the number beside the object type title, there are more search results
than are shown (e.g., Documents (50+)). You can display more search results with the Show more
results function.

6.4.1 Making the search results more specific (interactive search panel)

In addition to being able to specify various search criteria before performing the search, you can make
the search more specific after the search results have been displayed. For this purpose, M-Files offers
an interactive search panel, with which you can make the search more specific — by, say, document
class.

For example, if you are searching for a certain proposal and the search returns a large number of
documents, you can make the search results more specific by performing another search, for
documents in the Proposal class only.

The interactive search panel is shown on the right-hand side in the list area, on the same level as the
object type title. Please note that the search panel is specific to each object type: when you make more
specific searches in the list area, M-Files will search for objects belonging to that object type only.

r T R

&P )=[T « Lotest Searches » Search Results 17620101207 @) » « [ 4 ||[ Search M-Fites o]

File Edit View Tools New Operations §ettings Help

Organize v View v New v Operations v Settings ¥ S @

) Reset All

Search entire vault
x| dat

Advanced Search ~

- Name = Date Modified

F4* Assignment 4 Documents (1) Class v Accessed v
#z" Customer » B Reseller Agreement - DAT.doc 43KB 17.7.2008 16:01
' Document
+ Project 4 Contact persons (3) Accessed ~
» & Eric Gardner 10.6.2008 16:44
R 5 Helen Chase 10,6.2008 16:44
b & Nancy Hartwick 17.7.2008 16:43
4 Customers (1) Country v Accessed v
12 |, a2 DAT Sports & Entertainment 10.6.2008 20:25
< | m | »

M-Files groups the search results by object type. In addition, you can use the interactive search panel
in the list area to make the search results more specific.
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6.5 Try new searches

In addition to the interactive search panel, M-Files guides the user toward the desired search result by
means of various quick tips.

K3\ )=/ 7 « LatestSearches » Search Results 17.6.201012:08 (2) - [ 4 H Search M-Files (M:) 2|
Organize v View v New v Operations v Settings v 4= v e

Search entire vault | ) Reset All

Name = Size Date Modified S

ﬂ' Assignment ”
++* Customer There are no results to display.

«» Document
i Try new search words

o Project ’
Widen your search: custtom™

Root _ «’
Assigned to Me

Checked Out to Me

Favorites

Recently Accessed by Me

[i1 LogOut

. [ 4in
< m — »

For example, M-Files may suggest the use of another search string or making the search broader.
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7.

7.1

7.2

Improvements to views

Grouping of views

The main-level views have been grouped into My Views, Common Views, and Other Views. In
addition, traditional folders are in a separate group. This makes it easier for the user to distinguish
among these different views and navigate to My Views. Also, the regular user often does not have the
permission for editing common views, so grouping common views separately clarifies the distinction
between common views and the user's own views.

(=3 el =)

@uv|a » Computer » M-Files (M:) » Sample Vault » v|€,H Search M-Files (M:) ,O‘
Organize v View v New v Operations v Settings v B @
Search entire vault v I [Seare <) Reset All

| Type search words Advanced Search ~

Name = Type =
4 My Views

fi: My Agreements View

‘?,'!My Customers View

R",] My Projects View

4 Common Views
1. Documents View
92, Customers View
93, Projects View
4. Advanced Sample Views View
M Templates View

m

4 Other Views

I . 9 Assigned to Me View
{ll2g 9 Checked Out to Me View
7 Favorites View
Y Recently Accessed by Me View
3 Recently Modified by Me View
M Offline View

The main-level views have been grouped into My Views, Common Views, and Other Views.

Indirect views

Views can be created by means of property relationships: the object itself does not have to include all
of the properties defined for the grouping level in order to be included in the filtered view. Instead, the
properties may be properties of other objects that have a relationship with the object in question (such
as project or customer properties).

For example, viewing documents by Country, Customer, and Project is possible by means of indirect
views, even if not all of these properties have been defined for the actual document. It is sufficient
that the document be associated with the project, the project be associated with the customer,
and a country be specified for the customer.

The creation of indirect views has been made even more flexible in the 7.0 version. This latest version
enables the intuitive, user-friendly creation of indirect views.

You can now easily specify these indirect views by clicking the plus-sign buttons in the property list
and then selecting the property of a related object according to which you wish to create and group the
internal structure of the view. In the example, first Project has been selected from the property list as
the highest grouping level, then the project's property Customer was chosen, and finally the project
customer's property Country was chosen, resulting in the property "Project.Customer.Country” with
the periods. This way, the document has been linked all the way to the country information, which
enables the creation of an indirect view by country. After this, the internal structure of the view has
been defined to be distributed by customer, and by project on the last level (see the figure).

You can perform indirect searches in the same manner, by using the properties of related objects. You
can utilize indirectness in specification of filter settings as well.
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‘P"’,Pe

| General | View | Advanced |

Name: Documents by countries, customers, and projects
Filter
No filter has been defined. All objects are included in this view.

( Define Fiter... |

Show documents and other objects
[ Look in all versions
[]Show latest version

Folder structure
Grouping levels:

@Domments by countries, customers, and projects
eﬁ_‘,Project.Cushomer.Counu'y o=
e’,Project.Cushomer
EProject
> Sample document 1
@ Sample document 2

[€[

[ Add... ] [ Remove Edit...

ok J[ concel J[ ooy || reb |

Creation of an indirect view is an easy and user-friendly procedure.

uping Level

General | Advanced

Property: Project.Customer.Country| v

Options: l - |

Function: [None vJ

Level definition: Project.Customer.Country

Show empty folders
Show objects that have an empty value for this property
(@ Show objects on this level

Show objects in a separate folder

Folder name:

e | |

You can easily define indirect views by clicking the plus-sign buttons in the property list, which results
in the combined property with the periods.
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7.3 User-specific folder selection in a view

In the advanced settings for the view grouping level, you can specify whether the user is to be shown
all virtual folders belonging to the level or whether the user may select the folders to be used. Folder
selection is useful when the view or virtual folder includes a large number of subfolders (more than
500). By means of folder selection, the user can easily select the folders to be modified. The use of
folder selection is significantly quicker than, for example, grouping by first letter when the number of
objects is large (more than 10,000).

For example, if the view has been defined By Customer or By Project and the company has thousands
of customers or projects, user-specific folder selection makes it easier for users to perform their daily
tasks in the required customer or project folders. In this case, the user employs the Select Folder
function to select only the folders that should be used.

Folder limitation can be used if the grouping level is specified according to a property that utilizes a
value list. Note: The setting is specific to each grouping level.

For common views, folder limitation can be specified by a user with at least the right to manage
common Views.

g by
Define Grouping Level @_@
General | Advanced ‘

Filter
No filter has been defined. All folders are incduded on this grouping level.

Define Filter...

Performance options
[ ] Show only folders that were manually entered by the user

f OK ][ Cancel ][ Help ]

You can activate folder selection limitation in the advanced settings for the grouping level.
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8. Workflows and assignments

8.1 Two types of assignments included in workflows

Assignments can be included in a workflow, or they can be independent of workflows. M-Files 7.0
offers two types of assignments for use in connection with workflows. They transfer information and
responsibility for task execution to the correct person automatically during a state transition.

8.1.1 Workflow assignment that does not result in a separate object

By selecting Assign to User, you can create an assignment that does not result in a separate object. An
assignment created with this option is switched to the "complete” state when one of the persons to
whom the task was assigned changes the document state in the workflow (usually by moving the
object to the next state).

In the object's properties, you can see whom it has been assigned to, provided that the object is in a
state to which an assignment is related.

The person to whom the task was assigned can change the state, using the functions in the task area,
properties pane, or shortcut menu (refer to the description of improvements to the user interface).

7 o

State Properties - Job application received, awaiting review

| General | Permissions | Conditions | Actions | Automatic State Transition |

The actions specified below are carried out when an object moves into this
state,

[] set permissions

Full control for all internal users

[ | Delete

[ | set properties

Define

[ Run script

[ OK ][ Cancel J[ Help ]

By selecting Assign to User, you can create an integrated assignment.
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8.1.2 Workflow assignment that results in a separate object

You can create separate assignments as well, in which case the assignment results in a separate object.
To create such an assignment, select Create separate assignment (in the Actions tab). A separate
assignment differs from an integrated assignment also in that all persons to whom the task was
assigned must mark the assignment as complete to move it to the "complete™ state.

In addition, if you want the workflow state to be changed after completion of a separate assignment,
you must activate the automatic state transition condition "Change state after a separate assignment
has been marked as complete."

7 o

State Properties - Job application received, awaiting review @

| General l Permissions | Conditions | Actions-} Automatic State Transition

You can define an automatic state transition from this state to another state
when the specified condition is fulfilled.

() No automatic state transition

(") Change state after 365 .| days

@ Change state after a separate assignment has been marked as complete:

(7) Change state after the object fulfills the following criteria

Next state: [(no state) v

[ OK ][ Cancel J[ Help ]

In the automatic state transition conditions, you can specify a state change to take place after
completion of a separate assignment.

8.2 Specifying users automatically on the basis of the object's metadata

Users can be specified also on the basis of the metadata of the object with which the workflow has
been associated. For example, a person who has been specified in the property Approved by in the
object's metadata can automatically be specified as the person to whom the task is assigned. This way,
the assignment is not dependent on a designated person but is instead automated and associated with a
property of the actual object (e.g., Approved by, Created by, or Last modified by).

You can make such automatic user specifications by selecting The user specified in the property " X."
Here, "X" stands for the property whose value is used as the user's value when the state transition
takes effect.
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8.3

You can use this automatic user selection for workflows when you determine the people to whom
tasks are assigned, when you wish to send a notification to users, or when you specify

permissions for states.
Select Users

':} Managers

3 Mike Taylor (MikeT)

1 Samuel Lewis (Samuell)

T The user specified in the property 'Created by'
X The user specified in the property 'Last modified by' o
E: The user who moved the object into the state 'Applicant not selected' ‘
"\?A. The user who moved the object into the state 'Applicant proposed for hi... |
"L’_;‘ ] The user who moved the object into the state 'Applicant selected for int... ‘
E,_, The user who moved the object into the state 'Applicant withdrew' ‘
] The user who moved the object into the state 'Interview held'

-] The user who moved the object into the state 'Interview scheduled'

Thm timme adnm mnmiimd Hom abimsd imbn Hom mbembm "ok cmmlicabiam cmmmiviad

Add

When the state transition takes effect, the person defined in the object's metadata at that moment is the
"automatic" user.

.

1

ol

Fol

-

T

Separate assignment object and associated icons

As described above, separate assignment objects can be created for workflows, but the objects can be
independent of workflows as well. Whenever an assignment is a separate object, all users to whom the
task was assigned must mark the assignment as complete before it is switched to the "complete" state.

There are separate icons for uncompleted and completed assignment objects, making it easy to
distinguish between uncompleted and completed assignments.
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9. Improvements to the metadata structure

9.1 Pre-filtering of properties

You can specify pre-filtering for property definitions to show a subset of the objects. This way, the list
of objects to be displayed can be limited by certain criteria, and the user can more quickly find the
desired object when, for example, adding a customer to the metadata card.

For example, pre-filtering can be used to divide
e customers into prospective and actual customers
e customers into buyers and suppliers
e customers into persons and companies
o projects into internal and external projects
e projects into current and past projects

The customer class may also be used as a pre-filter for customer listing. Likewise, the project class,
for example, may be used as a pre-filter for a project listing.

Property definitions can be created and modified by a user with at least the right to modify the
metadata structure.

-

Property Definition Properties - New Property Definition

General |Automatjc Values | Validation l Permissions‘

Name: Internal Projects

Data type: [Choose from list (multi-select) v]

Show values from the following list:

|Projects «| [ Fiter.. ]

Filter the list by using the value of the following property:

{(aubomah‘c filtering) v]

Sort values in the list in the following order:

[Ascending by value name vJ

Allow using this property with the following object type:
[AII object types vJ

[ OK ][ Cancel H Apply H Help ]

You can specify pre-filtering of values (specify the filter to the right side of the list).

Note: The lower filter selection, "Filter the list by using the value of the following property,” is
dynamic and depends on what the user selects in the metadata card.
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Properties

Property Operator Value

ﬂ,(lass j = j Internal Project ;l

For example, you can create a new property definition "Internal Project” using the filter setting
"Class is Internal Project".

Class: Undassified Document -
i) Use template:

i) Create an empty multi-file document

i@ Create an empty singe-file document File extension: |
Properties:
=
Mame or title:
Internal project: =5
Created:
Sales Strategy Development .
Created by: Staff Training [ ERP
Last modified: 27.7.2010 15:07 N

Using the pre-filtering for an property definition a user can easily select the right project in the
metadata card.
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10. Improved management of fault situations by means of
server settings

10.1 Increased reliability of indexing

Memory use has been enhanced in M-Files 7.0 by improving the reliability of indexing. Improvements
to the reliability of indexing also enable creation of a new index while the old index is being used for
searches.

(Indexing of metadata and files has been separated into different processes, and both have been
separated from the server processes.)
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11. Support for large document vaults and improvements to
performance

11.1 Support for vaults containing over a million documents

Since the amount of information that organizations require is on a constant increase, M-Files product
development has placed an emphasis on support for large document vaults. Thanks to these
development efforts, vaults containing over a million documents can be used in the same manner as
smaller vaults. For example, searches and folder lists work quickly in large document vaults as well.

Recommendations for over 1,000,000 documents:
o 4 Intel Xeon processors
. 32 GB of RAM
° RAID-1 or RAID-5 disk
o 64-bit operating system
For environments with over a million documents, we recommend contacting the Motive Systems
consulting services staff.
11.2 Indexing the view

Indexing of the view can be used to speed up the use of certain important views in a large document
vault, if the filter criteria for the view sufficiently filter the group of objects. Indexing of the view is
recommended only if the view includes a limited number of objects (e.g., 10,000 objects in a vault
with a total of 1,000,000 objects) and if the view is used daily and is working slowly.

Indexing of views should be used sparingly and only for views that benefit significantly from it, since
each indexed view in the vault slightly slows down the creation and editing of documents and other
objects.

View-specific indexing can be activated by a user with at least the right to manage common views.
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pdvanced [pemssons

Location:

Folder Appearance

Performance options
[T]index this view to speed up browsing of the contents of the view:

o ) (e J ooy ) [ )

You can index a view to enable faster browsing of its contents.
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Language versions of the M-Files software

The current M-Files language versions:

o English
. Finnish
) French

. German

. Spanish

o Chinese (Traditional/Taiwan)
o Chinese (Simplified/PRC)

o Japanese

o Hungarian

o Italian

. Portuguese (Brazil)

o Polish
. Dutch
. Russian
o Swedish
o Turkish
o Greek

° Croatian
. Slovenian
. Vietnamese

o Arabic (Beta version)

You may change the language of the software and the document vault (metadata structure) while the
software is running. Even if, for example, a Finnish version of M-Files has been installed on the
computer, you can easily switch to the English version without reinstalling the software. This is a
significant benefit when shared computers are used.
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