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1. Introduction

This section contains common M-Files terminology and information about this user guide.

The M-Files" knowledge work automation platform helps you easily store, organize, and access all kinds
of documents and information. Our revolutionary approach organizes content based on what something is
(and what it relates to) instead of where it is stored.

Instead of the traditional folder-based method, you have instant access to all of your content with search

or dynamic views. It is simple, dynamic, and flexible. From managing a wide variety of content to ensuring
regulatory compliance, M-Files has you covered.

Where is ite What is ite

Documents @ Web Site Graphics for ESTT, Proposal
< Document
Proposals
ﬂ Proposal
ESTT Corporation
="' Pending: Yes

Pending

Customer: ESTT Corporation

_—| ESTT Corp, Proposal,
2013, Web site graphics
(Pending).docx

="' Project: Web Site Graphics

Figure 1: M-Files organizes content based on what something is (and what it relates to) instead of where it is stored.

You can deploy M-Files on-premises, in the cloud, or a hybrid of both. For more information, see System
Overview.

Opening the user guide

To open this user guide when M-Files is active press the F1 key on your keyboard. When you open the
user guide with F1, you see a topic that is related to what you do at the moment in M-Files.

You can also open the user guide with the M-Files icon on the Windows notification area, and with help

buttons in M-Files.

The user guide is also available as a PDF version. You can download it from the PDF icon in the
upper right corner of the web user guide.

Additional documentation
For more information, refer to:

¢ M-Files Help Center


https://help.m-files.com/

1.1.

¢ M-Files knowledge base
* M-Files Support Portal
¢ M-Files Community

Admin documentation
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If you are a developer or an M-Files system administrator, you can also refer to:

* M-Files API
* M-Files Web Service

¢ M-Files Ul Extensibility Framework

¢ M-Files Developer Portal
In this chapter

* About This User Guide

¢ M-Files Terminology

» Getting Started with M-Files
¢ Contacting Support

About This User Guide

This user guide contains a number of typographic and writing conventions as well as visual elements that
will help you to better understand information and to do tasks.

Convention

Description

<version>

Indicates that you must replace the text enclosed in angled brackets
with information specific to your installation or environment. For
example, in the registry path HKEY CURRENT USER\SOFTWARE
\Motive\M-Files\<version>\Client, replace <version> with
the version number of your specific M-Files installation.

File > Save

The > symbol indicates that you need to select an item from a menu.
For example, Settings > Applications indicates that you must open
the menu bar and select the Applications item from the Settings
menu.

Optional

Indicates that a step in a task is optional and up to the users to
decide if they will complete the step.

Info

Highlights important information related to a specific step in a task.
This information is always under the related step.

Example

Highlights an example of how a given step is completed. This
information is always under the related step.

Result

Highlights a description of the expected results after you have
completed a task step.



https://kb.cloudvault.m-files.com/
https://m-files.force.com/s/
https://community.m-files.com/
https://www.m-files.com/api/documentation
https://developer.m-files.com/APIs/REST-API/Reference
https://www.m-files.com/UI_Extensibility_Framework
https://developer.m-files.com/
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Convention Description

Bold Bolded text indicates user interface elements, such as buttons, menu
items, and dialog names.

Examples:
Click OK to continue.

The Object Type Properties dialog is opened.

1.2. M-Files Terminology

The following table describes daily M-Files terminology.

Term Definition

M-Files software | The M-Files document management software consists of the following components:
M-Files Desktop, M-Files Admin, M-Files Desktop Settings, Show Status and M-Files
Server. You can also use M-Files with a web browser (see Accessing M-Files Web) or
a mobile device (see Accessing M-Files Mobile).

File vs. document [ An example of a file is a memo created using Microsoft Word and saved on the C:
drive. The file becomes a document only after you have associated metadata with it.
Once you have installed M-Files and start transferring existing files to M-Files, you
add metadata to the files to make them documents.

In addition to documents, an M-Files vault can also store other types of objects, such
as customers, assignments, or project data.

Multi-file A multi-file document is a special M-Files document type that can contain more than
document one file. The files share one set of metadata.

Typical uses include linking of an electronic document with its signed and scanned
counterpart, an email and all its attachments, or any such case where files need to be
linked together and treated as one unit.

Metadata Metadata consists of information about the document's properties, such as the parties
of a contract or the recipient of a letter. Metadata is used to, for example, search for
and organize documents.
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Term

Definition

Document
and object
permissions

Each document can be assigned permissions to specify the access rights of a user or
user group. The permissions can be either allowed or denied separately.

One user can have allowed or denied permissions in two different ways: the
permissions have been specified for that particular user, or the user belongs to a
user group for which the permissions have been specified. If no permissions have
been specified for a user, the user cannot view the document or access it in any
way. If certain permissions have been allowed, the user can perform the procedures
determined by these permissions.

Vault

A vault is a centralized storage location for documents and other objects. Its physical
location is on the server running M-Files Server. Regardless of the physical location,
all users see the document vault as a directory on their local computer's M-Files drive.
This means that using a document vault is similar to using a local hard drive.

View

Views are locations in which the documents and other objects are listed based on the
metadata they contain.

Virtual folder

The objects and documents in the views include virtual folders (property folders).
Virtual folders enable sorting documents in the view into categories.

Traditional folder

You can create traditional folders in M-Files. These folders do not have the additional
properties provided by views. Traditional folders are comparable to, for example,
folders on your C: drive and can be used for importing files to M-Files. Traditional
folders allow you to retain the original folder structure of the imported files.

Client

A client is the regular M-Files user's computer or mobile device and the software
installed on it. The regular user performs operations like creating documents and
exploring the document vault.

Object type

By defining object types, you can create different types of objects. Document is one of
such object types, one that every vault contains. In addition, the M-Files administrator
can create other object types for the vault, such as customer, contact, and project.
This way, you can use M-Files to, for example, store the company's customer and
project databases.

Object

The term object refers to instances of various object types — that is, individual objects
created using object types. For example, one contact person in the document vault is
an object.

Most functions are identical for documents and for other objects. This user guide often
represents operations as being performed on documents, but the same operations
are available for document sets and other objects. An individual document can
therefore also be thought of as an object.
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Term Definition
Document Document collections are collections of individual documents in the document vault.
collection Each collection member document has its own metadata. In addition, the document

collection has a collective set of metadata independently of member documents
(compare with multi-file document).

Each document in the collection can still be accessed as an individual document but
also through the document collection.

Relationships

You can also define the relationships between objects. Using relationships you can,
for example, indicate that two documents are related. Relationships enable easy
tracking of all documents related to an issue.

Template

You can use another object as a template for creating a new object. When you select
a template from the list, the metadata card adjusts itself to the specifications of the
template object.

Specify an object as a template by setting its Is template property to Yes.

Workflow

The M-Files Workflow feature enables modeling object lifecycles according to real
world processes. The workflow is grouped into states that correspond to the working
stages of the document or other object. The M-Files administrator can easily define
workflows to meet company requirements. For more information on workflows, see
Configuring Workflows.

Server

M-Files Server runs on a server computer. Clients connect to the server and retrieve
data so that the contents of the document can be viewed on the clients. The server is
the physical location of the document vault.

Login account

Login accounts are server-level (or in some cases vault-level) accounts that are used
for authenticating users to M-Files Server. A login account can be associated with
multiple users, but only one user per vault. Compare with users.

User Users are vault-level objects that store user-specific settings and user history and
that have permissions to perform specific operations in a vault. A user is linked to one
login account. Compare with login accounts.

Intelligent Intelligent Metadata Layer, abbreviated as IML, is a repository-neutral approach to

Metadata Layer

intelligent information management that unifies information across the enterprise
based on context, not on the system or folder in which the information is stored.
In addition, IML categorizes documents and records automatically and provides
metadata suggestions with the aid of artificial intelligence.

See Intelligent Metadata Layer for more information.
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Term

Definition

Managed object

A managed object is either an internal M-Files object stored in a document vault or
a promoted external repository object. Managed objects have metadata in M-Files
and can be managed using various M-Files functionalities, such as version history or
workflows. A managed external repository object can be demoted to an unmanaged
object by removing its metadata.

Compare with unmanaged object and see Unmanaged and Managed Objects.

Unmanaged An unmanaged object in M-Files represents a file in an external repository. An
object unmanaged object does not have M-Files metadata and it cannot be managed with
the M-Files version history or workflows. An unmanaged object can be promoted into
a managed object by adding metadata to it.
Compare with managed object and see Unmanaged and Managed Objects.
Repository A repository is any accessible place where information can be stored and accessed,
such as an M-Files document vault, or an external location such as a network folder
or a SharePoint site.
Compare with external repository.
External A repository that is other than an M-Files vault and the contents of which are
repository displayed and can be edited via the M-Files user interfaces.
Compare with repository.
Connector A vault application that lets an external repository to be shown and accessed with M-
Files.
See Connectors for more information.
Intelligence An intelligence service is a vault application that attempts to understand vault content
service the way humans do. They can, for instance, be used to analyze file content and

existing metadata for automatically categorizing content or for providing end users
with metadata suggestions.

See Intelligence Services for more information.

Vault application

Vault applications are pieces of software that are installed to a document vault to
extend the functionality of the vault. See Installing and Managing Vault Applications
for more information.

Quick view area

The area on the left side of the home screen, containing a number of quick views,
such as Recently Accessed by Me, Assigned to Me, and Checked Out to Me.
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1.3. Getting Started with M-Files

If you are a new M-Files user, we recommend that you start with the content in M-Files Help Center and
then come back to the user guide.

The table given here contains links to help you get started with the use of M-Files. Many of the linked
sections put focus on the use of M-Files Desktop, but many of the concepts and procedures are usable in
all M-Files clients. There is a separate user guide for M-Files Web.

Task Links to instructions

Opening M-Files clients and

accessing vaults » Accessing M-Files Desktop

* Accessing M-Files Web
¢ Accessing M-Files Mobile

Learning the basics of M- Using M-Files Desktop User Interface
Files Desktop

Using metadata and the

metadata card » Object Metadata

* Metadata Card

Adding content to M-Files Adding Content to Vault

Editing content in M-Files Editing Content

Finding content with Searching
searches

Finding content with views Using Views

Using document templates | Using Document Templates

Working offline Using M-Files Desktop Offline

1.4. Contacting Support

If you cannot find a solution to your problem in the user guide, refer to M-Files Support Portal or the M-
Files knowledge base.

You can also log in to M-Files Support Portal to create a support ticket. For instructions on the details to
include in the ticket, refer to the article Basic Information to Submit for M-Files Support.

If phone support is included in your subscription, you can call our customer support. See the phone
numbers at https://www.m-files.com/about/contact.

For information about our support scope, service availability, response times, and priority levels, refer to
https://www.m-files.com/product-support-policy.


https://help.m-files.com/
https://www.m-files.com/user-guide/web/latest/eng/
https://m-files.force.com/s/
https://kb.cloudvault.m-files.com/#3ECA226F-7B54-428B-B539-DE443E6134EC/views
https://kb.cloudvault.m-files.com/#3ECA226F-7B54-428B-B539-DE443E6134EC/views
https://m-files.force.com/s/
https://m-files.my.site.com/s/article/Basic-Information-to-Submit-for-M-Files-Support
https://www.m-files.com/about/contact
https://www.m-files.com/product-support-policy
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2. Daily Use

2.1.

This section gives information about the day-to-day use of M-Files.

This section tells you how to access M-Files, use M-Files Desktop, and manage, share, and find content in
M-Files. You can also find information about the user settings in M-Files Desktop.

If you are a new M-Files user, we recommend that you visit M-Files Help Center to learn the basics of M-
Files.

In this chapter

e Accessing M-Files

¢ Using M-Files Desktop User Interface
¢« Managing Content

» Sharing Content

¢ Finding Content

» User-Specific Settings

Accessing M-Files

Before you use your M-Files vault, make sure that your M-Files system administrator has done these
operations:

« The M-Files system has been set up.
« A vault connection or vault connections have been added for you.

You can access M-Files with M-Files Desktop, M-Files Web, and M-Files Mobile.
In this chapter

* Accessing M-Files Desktop
¢ Accessing M-Files Web
¢ Accessing M-Files Mobile

2.1.1. Accessing M-Files Desktop

When M-Files Desktop is installed and your vault connections are set up, you see all the vault connections
on your M-Files drive in File Explorer. To use M-Files, click the icon on your desktop. You can also use the
Microsoft Windows start menu or the M-Files drive in File Explorer.

Logging in
To log in, double-click a vault on the M-Files drive. To log in as a different user, right-click the vault and

select Log In as. If M-Files cannot use your Windows credentials for the login, the system asks you for
your credentials when you open the vault.

Logging out

To log out, click your initials in the top-right corner of the user interface and select Log Out.


https://help.m-files.com/
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2.1.2. Accessing M-Files Web

You can go to M-Files vaults also with M-Files Web. M-Files Web is a browser-based M-Files client that
lets you use the basic M-Files functions.

There are two versions available: the classic M-Files Web and the new M-Files Web. The user interfaces
for the two versions are almost the same as in M-Files Desktop. With the classic M-Files Web, see the
Using M-Files Desktop User Interface section for more information about the user interface components.
The new M-Files Web has its own user guide.

You can get the address of M-Files Web in your organization from your system administrator.

Editing content in M-Files Web

In M-Files Web, you can use M-Files Web Companion to edit content with desktop applications. With the
classic M-Files Web, you can use the M-Files for Chrome extension.

Logging in to the classic M-Files Web

1. Inyour web browser, go to the M-Files Web address given by your system administrator or an M-Files
consultant.

/ If the name of your vault is Sales Tracker, the address can be https://sales-tracker.cloudvault.m-

files.com for cloud-based deployments or http://sales-tracker.mydomain.com for on-premises
vaults. In your corporate network, the connection protocol can be HTTP instead of HTTPS.

2. Enter your login credentials or select Log in with current Windows credentials.
3. Optional: If you have access to many vaults, select the vault to which to connect.

6 If you have access to only one vault, you are automatically connected.

2.1.3. Accessing M-Files Mobile
M-Files is also available as a mobile application for iOS and Android devices.
You can download the latest version of the mobile applications from your application store:

e M-Files for iOS (iPhone and iPad)
e M-Files for Android (phones and tablets)

Application language

M-Files mobile applications use the language settings of your device.

Logging in to M-Files Mobile

1. Contact your vault administrator or an M-Files consultant to get the login information of the vault.

2. Open the M-Files mobile app on your device.


https://www.m-files.com/user-guide/web/latest/eng/
https://userguide.m-files.com/user-guide/web/latest/eng/web_installing_web_companion.html#web_installing_web_companion
https://kb.cloudvault.m-files.com/Default.aspx?#3ECA226F-7B54-428B-B539-DE443E6134EC/object/489A009A-59CF-4F8D-B54B-C92A41E584E4/latest
https://itunes.apple.com/us/app/m-files/id767340656?mt=8
https://play.google.com/store/apps/details?id=com.mfiles.mobile

3.

4.

5.
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On the login screen, enter the full server address, your username, and password.

/ If the name of your vault is Sales Tracker, the address can be https://sales-tracker.cloudvault.m-
files.com for cloud-based deployments or http://sales-tracker.mydomain.com for on-premises
vaults. In your corporate network, the connection protocol can be HTTP instead of HTTPS.

o For cloud vaults hosted in M-Files Cloud, M-Files recognizes the server address even if you only
enter the sales-tracker part. However, to make sure that the correct protocol and address are
used, we recommend to always use the full server address.

Tap Log in.
Optional: If you have access to many vaults, select the vault to which to connect.

o If you have access to only one vault, you are automatically connected.

Adding a vault connection with QR code

You can add a vault connection for M-Files Mobile with a QR code shown in M-Files Desktop.

' Note: This functionality is available only if your M-Files admin has enabled access with a QR code

and made sure that the related URL is specified.

To add vault connection with QR code:

1.

2.

5.

6.

7.

Open M-Files Desktop and the vault to which you want to connect with M-Files Mobile.
Click your initials in the top-right corner of the user interface and select Use with M-Files Mobile.

A window with a QR code opens.

Open the QR code scanner:

a. Long-press the M-Files app icon on your mobile device and select Scan Barcode.
or

b. Open the M-Files app on your device and start to add a new vault connection. Tap the QR code icon
(:“:) in Server address.

Scan the QR code.

M-Files fills the Server address automatically.

Tap Connect.
Enter your username and password.

Tap Log in to open the vault in M-Files Mobile.

For more technical information about the feature, refer to Connecting to Vaults with QR Codes in M-Files
Mobile in M-Files Support Portal.


https://m-files.my.site.com/s/article/mfiles-ka-428067
https://m-files.my.site.com/s/article/mfiles-ka-428067
https://m-files.force.com/s/
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2.2. Using M-Files Desktop User Interface

This section tells about the M-Files Desktop user interface. Click on different parts of the screenshot below
for a description of the areas in the user interface.

Create

Sample Vault > Recently Acc

View and Modify

GoTo

@A All Assigned (0) Checked out (0) Pinned

£] Assigned to Me

#] Checked Outto Me 13 June 2023 z
F
A Pinned plication, Paula McEnroe.docx Andy Nash £
©] Recently Accessed by > 88 Job Application, Tina Cordwelldac Quality Consultation
5050 Quorum Drive, Suite 600
> B8 Job Application, Jim Red.doc Dallas, TX 75254, USA
5 0] Invoice - CBC.pdf i
) Letter Template for wWord.doc Sales position at Quality Consultation §
> 16/ Invoice %998 - UpS.pdf Dear Mr. Nash,
> 8l Invice #776 - UpPS.pdf
12m someone who believes in making a difference and not just earning a pay check.
> [Bl Invoice #162 - ESTT.pdf =
> [ol project Schedule (Sales Strategy Development) pdf 1 am contacting you regarding the recent Sales position that you advertised on the monster.com website. Right E
w I have the energy, motivation and desire to take the next st reer. This is why | l
> BB sales Invoice 2: ity of Chicago (Planning and Development).s nowlhave the energy, motivation and desire Lo ake the next step in my career. This is why | am applying to a
company like yours which | believe cares about its employees, has a supportive environment that values hard work,
> [8 Invoice - Fortney Nolte Associates.pdf and also offers a competitive wage structure.
> B Job Application, Thomas Westwood.doc ®
1 have a proven track record of success in sales and a passion to un with the best. On top of this, | possess strong H
> B Job Application, Jonathan Lockhartdoc empathy for my customer's needs, take great pride in the products that | sell, and have a tremendous work ethic.
> 18 Invoice =811 - Ups.pct Moreover, | also possess experience of ke skills such as contacting customers, up-seling, cold calling, closing
B sales, reviewing sales performance and making accurate and rapid cost calculations. All of these factors combined
> (o1 invoice 33 - GNT palt convinces me that | can make a valuable contribution to your company.

My areas of expertise include but are not limited to:

Knowing the competition and how to sell against it
Building strong relationships with new customers and strengthening ones with existing ones.

* Maintaining a high level of customer service to new and existing clients
Please do not hesitate to contact me if you need to call me in for an interview.
Yours sincerely,

Paula McEnroe
2692 Alton Road

Miami Beach, FL 33140, USA
Tel. (305) 745-2182
tnafsmith@solcom

1. Top area

2. View navigation
3. Listing area

4. Right pane

5. Task area

Top area
The top area of M-Files Desktop contains these items:

* M-Files logo

¢ Connection status

* Navigation path

e Search field and search options
e Object creation icon

e Link to M-Files Help Center

e User menu icon

M-Files logo

Click the M-Files logo to go to your home tab. To change which tab the logo link opens, see Setting Your
Home Tab.

Connection status
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The connection status icon (ﬁ) shows the status of your connection to the vault. The connection is
measured with the round-trip time to the server that hosts the vault. Click the connection status icon to
open the Connection Status dialog. If your connection is slow or there is no connection to the server,
contact your M-Files system administrator. Click Refresh to refresh the information of your connection
status or Analyze Connection to see details about your connection.

Navigation path

The navigation path shows you where you are. In practice, it contains the name of the current view and of
all its parent views. The path can be, for example, Sample Vault > Documents > By Customer > A&A
Consulting.

Searching

Use the search bar to find your documents and other objects. For more information, see Searching.

Creating objects

Click Create (["3) to create an object. For more information, see Creating Documents and Creating Non-
Document Objects.

M-Files Help Center

M-Files Help Center is a great resource for new M-Files users. Click the question mark icon () to get
started.

View navigation
The bar below top area contains a number of useful views. For example, these views:

« Recent: Objects that you have recently used.

« Assigned: Objects that are assigned to you.

» Checked Out: Objects that you have checked out for editing.
e Pinned: Objects that you have pinned.

Listing area

The listing area in M-Files Desktop usually contains views and objects. For more information, see Listing
Area.

Right pane

The contents of the Metadata, Preview, Filters, and Aino tabs are shown in the right pane. To hide the
right pane, click the active tab. For example, Metadata or Preview. You can drag the left border of the
metadata card and preview window to resize them.

Metadata card

To see and change the metadata of the selected object, use the metadata card. For more information, see
Object Metadata and Metadata Card.

Preview


https://help.m-files.com/
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In the preview mode, you can browse and copy the content of the selected document. For more
information, see Document Preview.

Filters

When you search for an object or a document, you can use the advanced search features on the Filters
tab. In the Filters tab, you can give more specific search criteria for your search. For more information, see
Search Filters.

Aino

To summarize a selected document or to get responses of the document content, use M-Files Aino. For
more information, see Using M-Files Aino.

Note: If the M-Files Aino tab is not shown, it can be that M-Files Aino is not available in your
platform edition or not set up. The setup instructions for M-Files admins are available in M-Files
Catalog.

Task area

In the task area, you can see shortcuts to different M-Files Desktop operations. For more information, see
Task Area. Click the handle on the right edge of the task area to hide it.

User menu
Click your initials in the top-right corner to see these items:

e About M-Files

« Set your home tab (in User Settings)
« Set a default tab for the objects selected in the listing area (in User Settings)
¢ Notification Settings (in User Settings)
¢ Substitute Users (in User Settings)

+ Change Language (in User Settings)
« Use with M-Files Mobile

e Shared by Me

¢ Go Offline

e Log Out

« External Repositories

In this chapter

e Listing Area

¢ Metadata Card

¢ Document Preview

* Pinned Content

» Task Area

¢ Customizing M-Files Desktop User Interface
¢ Keyboard Shortcuts in M-Files Desktop

2.2.1. Listing Area

The listing area in M-Files Desktop usually contains views and objects. The listing area and Windows
File Explorer operate very similarly. One difference is that for an object in M-Files Desktop, you can use


https://catalog.m-files.com/shop/m-files-aino
https://catalog.m-files.com/shop/m-files-aino
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the arrowheads to show and hide related objects and files. There are two types of arrowheads: The filled

arrowhead ( > ) shows that the object contains files and the hollow arrowhead ( > ) shows that the object
has metadata-based relationships to other objects.

Sorting objects in the listing area

Objective Instructions

Change the sort order of the objects in the listing Click a column heading in the listing area.
area.

Change the sort order to ascending or descending. | Right-click a column heading and select a sort

order.

Select secondary, tertiary, and other sort orders. Hold down the Ctrl key and click another column
heading.

Add more columns to the listing area. Right-click on the column heading area and select

Choose Columns.

For information on how the search results are grouped, see Search result grouping.

Listing area troubleshooting

If an item name in the listing area is shown in gray text, the full item path is too long for Windows (more
than 259 characters). It is thus necessary to rename parts of it to make sure that the content operates
properly. If you use Microsoft Windows 10 or later, you can ask your system administrator to enable longer
item paths.

If the Size column for an object is empty, the size of the object is temporarily unknown. When the object is
opened, the size of the object is updated in the Size column.

2.2.2. Metadata Card

The metadata card contains important information about the object. For example, the title, creation time,
author, and class of a document. Click the Metadata tab to open or close the metadata card or drag the left
border of the window to resize it.

Tip: To open the metadata card in a separate window in M-Files Desktop, select an object in the
listing area and press Alt + Enter. For more keyboard shortcuts for M-Files Desktop, see Keyboard
Shortcuts in M-Files Desktop.

Click the different parts of the screenshot for a description of the metadata card sections.
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| | Lo
& Lisa Jenkins

Contact person Created 5.7.2007 17.32 AndyN
ID 29 Version 3 Last modified 10.6.2008 16.45 Samuel Lewis

® P # @ -

Class* Contact Person
Full name™® Lisa Jenkins
First name Lisa
Last name™ Jenkins
lob title Regional Director
Telephone number (480) 555-0174
E-mail address sales@m-files.com

Owner (Customer) ™ RGPP Partnership K

Add property

. —
Full control for all internal users 1

Object comments

Metadata card option ribbon
Object metadata

Object permissions

Object workflow

a ks wbdpE

Object comments

Click the comments icon ([:] ) to see the comment view. In the comment view, you can see and add
comments to the object. For more information, see Object Comments.

Metadata card option ribbon

The option ribbon contains options related to the selected object and the metadata card.
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Icon |Action

Opens the History dialog of the object.

||> Sets the object as followed or unfollowed. When the object is set as followed, you get an email
notification when someone changes the document. For more information on notifications, see
Editing Notification Settings in M-Files Desktop.

' Note: The person who changed the object does not get a natification.

Pins or unpins the object.

Opens the metadata card in a new window.

@

Hides or shows the title area of the metadata card.

Object metadata

Metadata helps you to find objects in M-Files. Metadata is the information related to an object. For more
information, see Object Metadata.

Object permissions

Click the permissions area to open the Permissions dialog. In the dialog, you can change the permissions
for the object. For more information, see Object Permissions.

Object workflow

Use the workflow options select a workflow and a workflow state for an object. For more information, see
Workflows.

2.2.3. Document Preview

M-Files shows the document preview for the file types listed on this page. Click the Preview tab to open or
close the document preview or drag the left border of the window to resize it.

To zoom PDF files on the Preview tab, right-click and select Zoom In Tool. Right-click again to use the
different zoom tools.

On the Preview tab, you can see the content of these file types:

« Email files (eml, emlIx, msg)

« HTML and web archive files (htm, html, mht, mhtml)

« Image files (tif, tiff, jpg, jpeg, bmp, gif, png)

* Video files (mp4, webm, ovg) *

e Audio files (mp3, ogg, wav) *

» Microsoft Excel files (xIsx, xIsm, xltx, xltm, xIsb, xIs, xIt)

« Microsoft PowerPoint files (pptx, pptm, ppsX, ppsm, potx, potm, ppt, pps, pot)
* Microsoft Word files (docx, docm, dotx, dotm, doc, dot)

« OpenDocument files (odt, ott, ods, odp)

« PDFfiles
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* RTFfiles
o Text files (txt)
* Visio drawings (vsdx, vsx, vtx, vdx, vssX, vstx, vsdm, vssm, vstm, vdw, vsd, vss, vst)

*) Supported only in the new M-Files Web
It is possible to extend the support for other file types. For example, DWG files. To do this, you must have

a compatible third-party application set up and set it as the default application for that file type. However,
this is necessary only for file types that are not listed here.

The maximum file size for document preview in M-Files Web

File type Maximum file size
Email files 10 MB

Image files 100 MB

Video files 1GB

Audio files 500 MB

Microsoft Word files 25 MB

Microsoft PowerPoint files 10 MB

Microsoft Excel files 10 MB

Visio drawings 10 MB

2.2.4. Pinned Content

The Pinned tab lets you collect items that you frequently use into a single tab. Click the Pinned tab in the
view navigation bar to see your pinned items.

Click the arrow in front of a group name to expand or collapse a group of pinned items. Use the options
at the top of the Pinned tab to filter pinned items by hame, add a group to the Pinned tab, or expand or
collapse all groups.

Click an item on the Pinned tab to see its metadata or preview in the right pane. Double-click the item to
do the default action of the object. To move a pinned item on the Pinned tab, drag and drop the item.

Click the three dots icon ( + ) to show more options. For example, you can rename a pinned item. This
changes the name of the shortcut but not the name of the item.

The Pinned tab can contain a maximum of 200 items.

Favorites and Pinned tab

The Favorites functionality is no longer part of the most recent versions of M-Files. You can instead pin
items and move content from Favorites to the Pinned tab.

Pinning an item
To pin an item to the Pinned tab:

1. In M-Files Desktop, find and select the item that you want to pin.
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2. Complete one of these steps:

a. Drag and drop the item from the listing area to the Pinned tab in the view navigation bar.
or
b. Right-click the item and click Pin.

or

C.
Click the Pin icon (1':?) on the option ribbon of the metadata card.

The selected item is pinned to the Pinned tab.

By default, the item is pinned to the Ungrouped group. To unpin an item, click the three dots icon ( «
and select Unpin.

)

Adding groups to the Pinned tab
You can divide the pinned items into groups.
To add a group:

1. In M-Files Desktop, click the Pinned tab.

2.
Click the plus icon (+) at the top of the Pinned tab.
3. Enter a name for the group.

The group is added to the Pinned tab.

4. Optional: Drag and drop items to the group.
Editing groups on the Pinned tab

To change the position of a group:
1. On the Pinned tab, drag and drop a group.

To rename a group:

" Click the three dots icon ( » ) and select Rename.
3. Enter a new name.

To remove a group:

4.
Click the three dots icon (

) and select Remove.

5. Optional: If the group contains pinned items, select one of these options in the Remove Group dialog:
Option Action

Unpin Removes the group and unpins the pinned items
that it contains.
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Option Action

Keep Pinned Removes the group and moves the pinned items
to the Ungrouped group.

Moving content from your favorites to the Pinned tab

1. In M-Files Desktop, open the All tab.

2. Open Other Views > Favorites.

3. In the Favorites view, select the items that you want to move.
4. Right-click one of the selected items.

5. Select Move from Favorites to Pinned.

The selected items are moved to the Pinned tab.

2.2.5. Task Area

In the task area, you can see shortcuts to different M-Files Desktop operations. Click the gray vertical
handle on the left side of the user interface to show or hide the task area.

Section Content

Create Quick links for object creation. For more information on how to create objects, see
Creating Documents and Other Objects.

Go To A list of predefined links to the most commonly used views.

When you have selected an object in the listing area, you can see also the sections View and Modify and
State transition in the task area.

Section Content

View and A list of object-specific operations. For example, Check Out and Check In.

Modify

State A list of the available state transitions for the selected object. For more information, see
transition Changing the Workflow State in the Task Area.

' Note: The Change State command is shown in the task area only if the object
has a workflow and you have the permission to change the workflow state.

Customizing the task area

You can customize the shortcuts of the View and Modify and Go To sections.

Objective Instructions

Add or hide shortcuts in the View [ Right-click an empty space in the task area and select or unselect a
and Modify section. shortcut from Commands.

Add an object shortcut to the Go | Select the object, open the menu bar with the Alt key, and select
To section. Operations > Add Shortcut to Task Area.
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Objective

Instructions

Add a view or virtual folder
shortcut to the Go To section.

Right-click on a view or virtual folder and select Add Shortcut to

Task Area.

Rename, remove, or move
shortcuts in the Go To section.

Right-click a shortcut in the task area and select a command.

2.2.6. Customizing M-Files Desktop User Interface

You can change display settings with the Display Mode options. Right-click an empty space in the listing
area and select Display Mode to see the settings.

With the Display Mode options, you can do these operations:

« Select if the objects are shown as icons or as a details list.

« Select if the Windows File Explorer navigation pane is shown or not.

« Select if the task area, the right pane, and the bottom pane are shown as usual, minimized, or not at all.

* Show or hide annotations.

< Enable or disable the options for object grouping by object type and view and folder grouping.
« Select a normal or a compact layout for the user interface.

You can also set the Metadata card or the Preview tab as a default tab in M-Files Desktop. For more
information, see Setting Default Tab for Object.

2.2.7. Keyboard Shortcuts in M-Files Desktop

Shortcuts in the listing area

Use these shortcuts when the listing area is active:

Quick Search
New Document

Refresh the object listing

Fully refresh the object listing

Shortcuts for the selected objects

Use these shortcuts when an object is selected in the listing area:

Open the metadata card
Check Out

Check In

Check in with comments
Relationships

Collection members

Ctrl+ F
Ctrl + N
F5

Shift + F5

Alt + Enter
Ctrl+ 0O

Ctrl + 1

Ctrl + & Shift + |
Ctrl + L

Ctrl +ft Shift + L

See Quick Search.
See Creating Documents.

Updates only the objects that
have changes.

Updates all the objects in the
listing area.

See Metadata Card.

See Checking Out a Document.
See Checking In a Document.
See Checking In a Document.
See Object Relationships.

See Managing Document
Collections.
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Comments Ctrl+ M See Object Comments.
Subobijects Ctrl +J See Subobjects.
History Ctrl+H See Version History.

Shortcuts for the metadata card

Use these shortcuts on the metadata card:

Tab s Move to the next property field.

1 Shift + Tab s Move to the previous property field.

Ctrl + 1 Insert a new value field for a property.

Ctrl+D Delete the selected property field.

Ctrl + N Add a new value to the value list and set it as the property value.
I Move between available property value options.

Ctrl +S Save metadata.

2.3. Managing Content

This section tells you how to manage content in M-Files Desktop.

In this chapter

* Adding Content to Vault

¢ Removing and Archiving Content
« Editing Content

¢ Object Relationships

¢ Document Collections

¢ Using M-Files Desktop Offline

e Using M-Files Aino

2.3.1. Adding Content to Vault
This section tells you how to add content to your M-Files vault.
In this chapter

e Saving to M-Files

* Creating Documents and Other Objects
« Creating and Completing Assignments
¢ Making Copies of Existing Objects

e Making PDFs of Existing Objects

* Functions in Microsoft Outlook
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Saving to M-Files

When you save files to your M-Files drive, the information is not usually stored on your personal hard drive.
In M-Files Desktop, you see the M-Files drive in File Explorer like other hard drives.

To save files to your M-Files drive, use one of these methods:

¢ Drag and drop

+ Copy and paste

e Save As function in an application
¢ Import Files and Folders dialog

When you save a file to M-Files, M-Files asks you to add metadata. For more information, see Object
Metadata.

Saving many files to M-Files

You can save many files to M-Files with drag and drop, copy and paste, and the Import Files and Folders
dialog.

Tip: To save many files with the same metadata, enable Use these values as defaults for the
next document.

Tip: Use Skip This to select not to save a file to M-Files. You can do this when you save many
files to the vault.

Detecting duplicate file contents

If you try to save a file that is already in the vault, M-Files lets you know. M-Files shows you the duplicate
documents to which you have permissions. For information on how the detection is done, see the How
does the duplicate detection feature work? page.

Duplicate file content is shown in the listing area and when you add new content to the vault.

» Listing area: To see the documents with duplicate file content, expand the object. The duplicate
documents are shown under the Duplicate File Content node.

*  When you add new vault content: If M-Files detects documents with duplicate file content in the vault, it
shows the Duplicate File Content dialog. In the dialog, select Do Not Create or Create Anyway.

If you save many files, enable Do this for the next duplicate documents to use the same selection for all

the duplicate documents that M-Files finds during the operation. This option is not available with the Save
As function.

In this chapter
e Dragging and Dropping Files to M-Files
e Copying and Pasting Files to M-Files

e Saving to M-Files from Application
+ Saving Folders to M-Files

Dragging and Dropping Files to M-Files

To add content to the vault with drag and drop:
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1. In File Explorer, find the file that you want to save.
2. Drag and drop the file to an empty space in the listing area in M-Files.

The New Document dialog opens.

3. Select a class for the file from the Class drop-down menu.
4. Optional: Enter other optional property values.

o Click Add property to add more properties.

5. Click Create.
Copying and Pasting Files to M-Files

1. In File Explorer, find the file that you want to save.
2. Right-click the file and select Copy.
3. Go to the M-Files window, right-click on an empty space in the listing area, and select Paste.

The New Document dialog opens.

4. Select a class for the file from the Class drop-down menu.
5. Optional: Enter other optional property values.

0 Click Add property to add more properties.

6. Click Create.
Saving to M-Files from Application

For information on how to save your work from a Microsoft Office application (Office 2013 or later) to M-
Files, see Example: Saving a Microsoft PowerPoint Presentation to M-Files with the M-Files Tab. For
information on how to save your work from other desktop applications to M-Files, see Example: Saving a
Microsoft PowerPoint presentation to M-Files.

Example: Saving a Microsoft PowerPoint Presentation to M-Files with the M-Files Tab
1. In Microsoft PowerPoint, create a new presentation or open one.

2. Make changes to the document.

3. Open the M-Files tab in the Microsoft PowerPoint ribbon.

4. Click Save to M-Files.

5. Click the vault where you want to save your presentation.

The New Document dialog is opened.

6. Select a class for the file from the Class drop-down menu.



7.

8.

Optional: Enter other optional property values.

o Click Add property to add more properties.

Click Create.

Your presentation is saved to M-Files.
Example: Saving a Microsoft PowerPoint presentation to M-Files

1.

2.

In Microsoft PowerPoint, create a new presentation or open one.
Make changes to the document.
Click File > Save As > Computer > Browse.

The Save As dialog is opened.

In the left pane of the Save As dialog:

a. Click the Computer location and, in the right pane, double-click M-Files.

or

b. Click the arrow next to Computer to expand the location and click M-Files.

Double-click the vault where you want to save your presentation.
In File name, enter a file name for your presentation.
Click Save.

The New Document dialog is opened.

Select a class for the file from the Class drop-down menu.
Optional: Enter other optional property values.

o Click Add property to add more properties.

10.Click Create.

Your presentation is saved to M-Files.
Saving Folders to M-Files
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Note: Your administrator can use external repository connectors to import files from a network
drive. Before you import files or folders, make sure that the same content is not already in the vault.

When you save a folder with subfolders or many individual files together, M-Files can keep the old folder
structure. If you want the folder structure to stay the same, M-Files organizes the saved contents into
traditional folders. To do this:

1.

2.

3.

In M-Files Desktop, press the Alt key to open the menu bar.
Select Create > Import Files and Folders.

Click ... to select the folder you want to import.
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4. Select:

a. Do not preserve old folder structure to discard the folder structure.
or

b. Preserve old folder structure to keep the folder structure. To import the content, select a folder for
it in M-Files. To create a new folder, click New Folder.

5. Optional: If you do not want to add metadata for the imported content, disable Prompt for metadata.
6. Click OK.

If you checked the Prompt for metadata check box, do the steps from 7 to 9 for each file you import.

7. Select a class for the file from the Class drop-down menu.

8. Optional: Enter other optional property values.

o Click Add property to add more properties.

9. Click Create.

The folder is imported to M-Files. If you chose the Preserve old folder structure option, the imported
folder appears as a new traditional folder in M-Files.

Creating Documents and Other Objects

This section tells you how to create new objects in the vault. For information on differences between
documents and other object types, see the definition of an object.

In this chapter

* Object Metadata

¢ Creating Documents

* Creating Non-Document Objects

¢ Adding Content from Scanner

* Replacing the Content of a Document File
¢ Object Permissions

Object Metadata
Metadata helps you to find objects in M-Files. Metadata is the information related to an object. For

example, the creation date, the class, and the name of an object are all metadata. The more you enter
metadata for an object, the easier it is to find the object when you need it.

Editing the metadata

You can edit the object metadata on the metadata card:

Objective Instructions

Edit property values Click a property. Mandatory fields show an asterisk (*).

Add properties Click Add property at the end of the property list.
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Objective Instructions

Remove added ] ) B
properties Click the remove icon (") next to the property name.

Change the workflow See Changing the Workflow State on the Metadata Card.
state

Change permissions of | See Editing object permissions.
the selected items

Click Save to save the changes and create a new version of the object.

Tip: You can use keyboard shortcuts when you edit object metadata. For more information, see
Shortcuts for the metadata card.

Metadata suggestions

When Intelligent Metadata Layer and intelligence services are set up, M-Files shows metadata suggestions
for a new document.

Click a suggestion to add it as a value for the property above the suggestion. If there is a plus sign (+) on

the left of the suggested value, the value is added as a new object or value list item. Some property types
let you add more than one of the suggested values.

Using the metadata card toolbar

Click a property to activate the metadata card toolbar. The toolbar is available for properties that use a
value list. The toolbar can include these options:

Icon |Action

_I_ Adds a field to a multi-select property.

— | Remove a field from a multi-select property.

G Refresh the values of the property.

Open a dialog to create a new property value.

/’ Open a dialog to edit the selected property value.

Editing the properties of many objects

To select many objects in the listing area, do one of these operations:

Objective Instructions

Select a list of objects Click the first object, hold down the + Shift key, and
click the last object.

Select many individual objects Click the first object, hold down the Ctrl key, and
select the other objects.

Select all objects Use the shortcut Ctrl + A.
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Tip: When you edit the permissions of many objects, we recommend for performance reasons that
you do not make other metadata changes at the same time.

The metadata card shows all the properties of the selected objects. See this table for descriptions of the
special property values used when you have selected objects that have a different value for the same

property:

Value | Description

fvaries) | The values of the selected objects are different.

None of the selected objects have the value selected.

‘ Some of the selected objects have the value selected.

+ | All the selected objects have the value selected.

When you edit a value, you change the value for all the selected objects. For example, if you replace
(varies) with a new value, it is set for all the selected objects.

Creating Documents

You can create documents normally and save them directly to the M-Files drive. You can also create other
types of objects, such as customers or assignments. See Creating Non-Document Objects and Creating
and Completing Assignments for more information.

To start the creation of a document click Create () and select Document. The new document dialog
helps you to select the correct template and class for the document. You can also use search to find a
template, or select a class to show only the templates available for that class.

Select All to show all available templates and file formats. Recently Used shows all the templates you
have recently accessed. Blank shows all file formats available for a document.

Click Next to open the metadata card for the new document. Properties marked with an asterisk (*) are
mandatory.

Tip: You can use keyboard shortcuts when you edit object metadata. For more information, see
Shortcuts for the metadata card.

' Tip: Use permissions to specify who can view, open, or edit the document.
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When you are ready with the metadata, select whether you want the document to be opened for editing
(Open for editing) or available to others immediately (Check in immediately). Finally, click Create to
save your changes.

When you create a document in another application, you enter the metadata when you save the document
to the vault on the M-Files drive.

Converting a temporary local file to a document

The Convert to Document operation is available for files that are imported to M-Files with an unusual
procedure, for example with command prompt. M-Files shows these temporary local files with a gray
icon. To convert a temporary local file to an M-Files document, right-click the file and click Convert to
Document.

In this chapter

e« Example: Creating a Document
¢ Using Document Templates
¢ Single-File and Multi-File Documents

Example: Creating a Document

1. Open M-Files Desktop and go to a vault.

2.
Click Create (E).

3. Click Document.
4. Select a template:
a. Enter a search term to the search field and select a template.
or
b. From the Select class drop-down menu, select a class and select a template.
or
c. Select a template from the Recently Used, All, or Blank quick lists.
5. Click Next.
6. Inthe Name or title field, enter a name.
7. Enter the object metadata. Mandatory fields are shown with an asterisk (*).

0 To add more metadata fields, click Add property below the last metadata property on the list.

8. Optional: Click the permission options at the bottom of the dialog to set permissions for your document.

o For more information, see Object Permissions.

9. Optional: Click the workflow options to select a workflow and a workflow state for the document.
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10.Select one of these options:

a. Select Open for editing to change the content before you check in the document.
or
b. Select Check in immediately to add the content to the vault after you click Create.
11.Click Create.
Using Document Templates
You can use templates when you create documents in M-Files. Templates can be specified to add a
predefined set of metadata and content to the document. For example, a proposal template or an order
template.
To set a document or other object to be a template, add the property Is template to the metadata and
set the value to Yes. Templates are class-specific, but you can specify the template to be used for other
classes with the Additional classes property.
' Note: When you want to save a document as a document template to be used in M-Files, save the
document as an Microsoft Office document, that is, in the format .doc(x), .ppt(x), .xIs(x) or similar.
Do not use the template formats offered by Microsoft Office applications (for instance the Word

template, .dotx).

For more information, see New Class, as well as Automatic Values for information on using document
templates with automatic values.

Single-File and Multi-File Documents
In M-Files, you can create single-file documents and multi-file documents.

A single-file document contains only one file. For example, a PDF or a Word document.

A multi-file document (ii) usually contains many files. For example, you can include a proposal and its
attachments, which are single-file documents, in the same multi-file document. You can double-click the
multi-file document to see its content.

Converting a multi-file document to a single-file document

When a multi-file document contains only one file, you can convert it to a single-file document: Right-click a
multi-file document and click Convert to Single-file Document.

Converting a single-file document to a multi-file document

To convert a single-file document to a multi-file document, right-click a single-file document and click
Convert to Multi-file Document.

In this chapter
* Adding New Files to Multi-File Documents
Adding New Files to Multi-File Documents

The Add File function can be used for creating new document files for a multi-file document.
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Note, however, that a multi-file document in M-Files does not equal to a folder in Windows. A multi-

file document is a single document that contains zero or more document files and one common set of
metadata. A document file is a fixed component of a multi-file document. For example, a contract scanned
from a paper copy can be a multi-file document and its pages can be the document files.

' Note: Use the Import File function to add an existing file to the multi-file document. You can also
drag and drop a file to a multi-file document.

Do the following steps to add a new file to a multi-file document:

1. Right-click the multi-file document of your choice.
2. Select Add File to show a list of file types.
3. Select a type for the new file.

The document is checked out to you and a new file representing the type of your choice is
added to the multi-file document.

4. Enter a name for the added file.
Creating Non-Document Objects

In addition to documents, you can create other objects like customers and projects. You can therefore use
M-Files to manage, for instance, your customer database by adding and editing customer objects in the
document vault. Similar to documents, objects such as customers and projects have a metadata card, but
they can exist without any files. They are also deleted and edited the same way as documents.

When you start to create a new object, the first thing you see is the metadata card. After you have entered
the values for the mandatory fields (marked with an asterisk), the object can be saved with Create.

The Check in immediately option is selected by default to make sure that the new object is saved to
the repository immediately after you click Create. You can leave the object checked out to you to add
metadata to it before you save the information to the vault.

Object types are specified with M-Files Admin. For more information, see Object Types.

Example: Creating a New Customer

1. Click Create > Customer.
2. In the Customer name field, enter the customer's name.
3. Optional: Enter other customer details in the available fields.

4. Click Create.

A new customer object is added to the vault.
Adding Content from Scanner

This section offers instructions on how to add new files to the vault or to replace existing vault content from
a scanner.

In this chapter

¢ Adding Documents from the Scanner
¢ Adding Documents from the Scanner to a Multi-File Document
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¢ Replacing a Document with a Document from the Scanner
* Scanning and Text Recognition (OCR)

Adding Documents from the Scanner

1. In M-Files, click Create and select Add Document from Scanner .
2. Optional: If the Select Source dialog appears, select your scanner from the list and click Select.
3. Scan your document using the scanner application.

When the scanning is complete, the Scanner Job dialog appears.

4. Select one of the following options:

Option: Objective:

Scanning done You do not want to scan additional documents.

Scan more pages to the current document You want to scan another document and combine
it with the previously scanned document.

Scan another document You want to scan another document and do not
want to combine it with the previously scanned
document.

5. Optional: If the Conversion to Searchable PDF dialog appears, select Convert if you want to convert
the scanned document into a searchable PDF. Otherwise, click Skip Conversion.

0 For more information on converting scanned documents to searchable PDFs, see Scanning and
Text Recognition (OCR).

6. When the New Document dialog is shown, enter the metadata and click Create.

The scanned document or documents are added to M-Files.
Adding Documents from the Scanner to a Multi-File Document

Complete the steps given here to add documents from a scanner to a multi-file document. For instructions
on converting single-file documents to multi-file documents, see Single-File and Multi-File Documents.

1. In M-Files, locate the multi-file document for which to add a file from the scanner.

2. Right-click the multi-file document and select Add File > Add File From Scanner.

3. Optional: If the Select Source dialog appears, select your scanner from the list and click Select.
4. Scan your document using the scanner application.

When the scanning is complete, the Scanner Job dialog appears.

5. Select one of the following options:

Option: Objective:
Scanning done You do not want to scan additional documents.
Scan more pages to the current document You want to scan another document and combine

it with the previously scanned document.
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Option: Objective:

Scan another document You want to scan another document and do not
want to combine it with the previously scanned
document.

6. Optional: If the Conversion to Searchable PDF dialog appears, select Convert if you want to convert
the scanned document into a searchable PDF. Otherwise, click Skip Conversion.

o For more information on converting scanned documents to searchable PDFs, see Scanning and
Text Recognition (OCR).

The scanned document or documents are added to the multi-file document.

' Note: The multi-file document only has one set of metadata. The files in the document do not have
separate metadata.

Replacing a Document with a Document from the Scanner

1. In M-Files, locate and select the document that you want to replace with a document from the scanner.

o Single-file documents and documents in a multi-file document can be replaced with a document
from the scanner.

2. Press Alt to show the menu bar and select Operations > Scanning and Text Recognition (OCR) >
Replace with File from Scanner.

o Alternatively, you can right-click the document and select Scanning and Text Recognition
(OCR) > Replace with File from Scanner.

3. Optional: If the Select Source dialog appears, select your scanner from the list and click Select.
4. Scan your document using the scanner application.

When the scanning is complete, the Scanner Job dialog appears.

5. Select one of the following options:

Option: Objective:

Scanning done You do not want to scan additional documents.

Scan more pages to the current document You want to scan another document and combine
it with the previously scanned document.

Scan another document You want to scan another document and do not
want to combine it with the previously scanned
document.

6. Optional: If the Conversion to Searchable PDF dialog appears, select Convert if you want to convert
the scanned document into a searchable PDF. Otherwise, click Skip Conversion.

o For more information on converting scanned documents to searchable PDFs, see Scanning and
Text Recognition (OCR).

The existing document in M-Files is replaced with the document from the scanner.
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Scanning and Text Recognition (OCR)

You can add paper documents to M-Files with a scanner. To use the scanning features, press the Alt
key and click Operations from the menu bar. When a document scan is complete, M-Files suggests the
scanned file to be converted to a searchable PDF with optical character recognition (OCR).

M-Files automatically suggests the character recognition if you drag and drop an image to M-Files. You
can also convert non-searchable PDFs and images to searchable PDFs manually with the context menu of
the file.

You can use optical character recognition with these file formats:

« TIF
 TIFF
+ JPG
 JPEG
« BMP
* PNG
« PDF

TIFF files that use an alpha channel or JPEG compression are not supported.

Important information for admins

* The OCR features in M-Files do not support mass operations. They are meant for conversions of a
small number of files at a time.

» For information about network scanning, see Scanner Sources.

» The scanner integration in M-Files Desktop uses the TWAIN and WIA technologies. Only scanners with
a TWAIN or WIA driver are supported.

e System administrators can change settings for scanning and optical character recognition in Advanced
Vault Settings. The settings are in the section Configuration > Scanning & OCR.

« If text recognition is done to an image that is not saved to M-Files, the file is saved as a PDF.
Otherwise, you can find the original image file in the version history of the object.

Importing Image Files as Searchable PDFs
To import a picture file to the vault as a searchable PDF:

1. Drag and drop an image file to M-Files Desktop.

2. Optional: In the Conversion to Searchable PDF dialog, check the Use automatic language
detection checkbox to set M-Files to automatically detect the document language.

3. Optional: In the Conversion to Searchable PDF dialog, click Advanced to improve the quality of the
text recognition by selecting primary and secondary language options to match the language used in
the image.

o Opening the advanced options disables the option to use automatic language detection.

4. Click Convert to start the conversion.

5. Once the conversion is complete, the New Document dialog appears. Finish importing the image by
filling in the metadata and clicking Create.
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The image file is imported to to the vault as a searchable PDF, allowing you to locate it by using the M-
Files search functions.
Converting an Image File Stored in M-Files to a Searchable PDF

1. In M-Files, locate the image file that you want to convert to a searchable PDF.

2. Right-click the file and select Scanning and Text Recognition (OCR) > Convert to Searchable PDF
from the context menu.

3. Optional: In the Conversion to Searchable PDF dialog, check the Use automatic language
detection checkbox to set M-Files to automatically detect the document language.

4. Optional: In the Conversion to Searchable PDF dialog, click Advanced to improve the quality of the
text recognition by selecting primary and secondary language options to match the language used in
the image.

o Opening the advanced options disables the option to use automatic language detection.

5. Click Convert to start the conversion.

The image file is converted into a searchable PDF and any textual content in the image can be found using
the search functions of M-Files.
Replacing the Content of a Document File

You can use the Replace with File command to select another document or file whose content (data in the
file) is to replace the content of the selected document.

The first version of the replaced document file will nevertheless be kept, as M-Files made a new version
of the document when it was checked out. The metadata remains unchanged, so the command affects
the contents of the file only. You can view the version history by opening the History dialog (see Version
History).

To replace the content of a document with that of another one:

1. Right-click the document file the content of which you want to replace.
2. Press the Alt key and select Operations > Replace with File.
3. Locate and select the file that you want to use for replacing the original file content.

4. Click OK.

The content of the original file is replaced with the content of the file that you selected. Document metadata
is unaffected.
Object Permissions

To open the Permissions dialog of an M-Files object, click the permissions area at the bottom of the
metadata card.

You can quickly select the document permissions with named access control lists.
Editing object permissions

To edit the object permissions, click the Permissions area on the metadata card. The object has
automatic permissions if the Selected permission settings section of the Permissions dialog shows a
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list with columns Source, Description, and Active. To edit these permissions, see Permissions from many
sources.

If the object does not have automatic permissions, you can select Full control for all internal users, Only
for me, or the drop-down menu to use a named access control list.

To specify other permissions, click Edit. In the dialog that opens, unselect Use named access control
list. Click Add to show all users, user groups, and pseudo-users registered in M-Files, and edit the
permissions for them. Click Remove to remove users, user groups, and pseudo-users from the access
control list. To specify what the users can do with the object, see Allowing and denying permissions.

Tip: When you edit the permissions of many objects, we recommend for performance reasons that
you do not make other metadata changes at the same time.

Permissions from many sources

If the effective permissions of the object come from many sources, meaning that — in addition to its own
permissions settings — its access rights are affected by automatic permissions, the Permissions dialog
displays the sources in the Selected permission settings section.
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Permissions — >

Permissions

Selected permission settings

Source Description Active
AT Training [Project] Full contral for project managers, read access to all .
Eﬂ This object Full control for all internal users

To be applicable, any given permission must be Details
granted in all active permission settings chosen.

Ise simplified permissions
Effective permissions

The information shown below may not be up to date until you apply the
changes on the server.

Show: Isers with read access o

Lzer Read Edit Delete  Chan...

E {current user)
2 Alex Kramer
2 Andy Mash

= Eill Richards

,; John Stewart
2 Jonathan Lockhart
2 Kimberley Miller
2 Mike Taylor

2 samuel Lewis
2 Tina Smith

:._:, Tommy Hart

A . T T T O T

Cancel Help

Figure 2: Effective permissions from many sources.

In the Permissions dialog, you can select the final permissions of the object. In order for any specific
permission, such as read or edit access, to be granted for a specific user, all of the permissions in effect, at
all levels, must allow it simultaneously.

The Selected permission settings section contains the columns explained below.

Source

The Source column indicates the source from which the object has received a given permission. In

the example image further above, the object has automatic permissions granted through the project IT
Training, and the object's own permissions (This object). Both of them restrict the final permissions of the

object.

Description
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The Description column provides descriptive text for the permission. If you have created an automatic
permission rule based on a value, a value list, or an object type and named it, the name is displayed in this
column.

Active

If you can bypass the automatic permissions when you specify automatic permissions for the relevant
value, value list, or object type, you can deselect the permission in question to deactivate the automatic
permissions given through the value. This causes the permission setting to no longer be active and
influence the final permissions of the object.

Allowing and denying permissions

To specify what the users are allowed to do with the object, go to the Permissions dialog and click Edit.
The available options are All, Change permissions, Remove, Edit, and Read. You can allow a permission
by selecting Allow and deny it by selecting Deny.

A user with Read permissions is allowed to open the files contained by the object, as well as to view its
properties. The user cannot check out the document, and is thus not able to make any changes to it. If the
user does not have Read permissions to the document, it will not be visible to the user in views or search
results.

Edit permissions enable users to freely edit the document. These permissions automatically include Read
permission and Edit permissions. Edit permissions do not encompass any deletion rights.

Remove permissions allow users to delete the document but not destroy it altogether. Deletion rights do
not encompass any other rights.

The right to Change permissions determines whether the user is allowed to change the permissions for
the document in question. These permissions do not include any other permissions, and they can be used
independently of the other permissions.

' Note: Users with the right to Change permissions enable them to specify any other permission for
themselves.

Example

Denied permissions always take precedence over allowed permissions. This means, for instance, the
following: User A is a member of user group B. User group B has the Edit permission for document C.
User A, on the other hand, does not have Edit permissions for document C. Even though user A has Edit
permissions for document C by means of user group B, user A cannot modify the document, because it
has been separately denied from user A.

In this chapter

« Effective Permissions
e Pseudo-users

Effective Permissions

An object may have various permissions of its own, as well as automatic permissions. All these
permissions restrict the use of the object when the extended automatic permissions have been activated.
In order for specific access rights, such as read or edit permissions, to be granted to a certain user, all
settings must allow it simultaneously. That is, any given permission must be granted by all active settings
in order for it to be effective.
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Automatic permissions for objects through any project
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The access that was specified for the object itself can cover full control of the document for all users while
the automatic permissions through a project can restrict the use of the document in such a way that full

control is granted to project managers only and all other users have read-only access.

Permissions

Permissions

Selected permission settings

Source

{“1 This object

Description

Active

AT Training [Project] Full contral for project managers, read access to all .
Full control for all internal users

To be applicable, any given permission must be
granted in all active permission settings chosen.

Ise simplified permissions

Effective permissions

The information shown below may not be up to date until you apply the

changes on the server.

Show:

Isers with read access

Details

User

E {current user)
2 Alex Kramer
2 Andy Mash

= Eill Richards

,; John Stewart
2 Jonathan Lockhart
2 Kimberley Miller
2 Mike Taylor

2 samuel Lewis
2 Tina Smith

:._:, Tommy Hart

Read Edit

A . T T T O T

Cancel Help

ot

Figure 3: Automatic permissions through a project can restrict the object permissions.

Tip: You can see the effective permissions by user and access right in the table in the

Permissions dialog.

Example:
Internal restrictions to permissions

The permission settings of the object allow full control for all users.
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« Through its class, the object has been granted permissions that give full control to management and
read-only access to all other users.

* Through its safety class property, the object has been granted permissions that give full control to
management and edit rights to the HR department.

Since any given right must be allowed by all of these settings to be valid, the settings mentioned above
restrict each other in such a way that the following permissions are ultimately valid:

» Full control for the management.
» Read-only access to the HR department.
* No rights at all for other users.

The final restrictions are always determined by the strictest settings. As explained further above, all
settings must allow the permissions simultaneously in order for them to be effective.

Changing the final permissions of the document or other object

Because all permissions restrict the use of the objects, changes to final access rights can be made in
different ways. In the client software, you can change access rights as follows:

You can change the object's own permissions from the Permissions dialog. If the object has permissions
granted through properties, the Details button is displayed on the Permissions tab. The button can be
used to change the object's own permissions (activate This object first).

If deactivation of the automatic permissions is allowed, you can deactivate the automatic permissions by
property.

You can change the object's properties through which automatic permissions were granted to the object (if
allowed).

If you cannot change the permissions or properties associated with the object itself and the automatic
permissions granted through them, ask your system administrator to change the access rights.

Pseudo-users

Instead of just adding users or user groups to the permissions of an object, you can also add so-called
pseudo-users, or users from metadata as well.

You can specify pseudo-users directly for the object and use these automatic pseudo-users for automatic
permissions and named access control lists. Pseudo-users that are specified through metadata can also
be used in workflows when you want to specify people for tasks, send a notification to users, or define
permissions for different states.

You can specify pseudo-users only through properties that are based on a Users or User groups value
list.

For information on how this feature is supported in different M-Files clients, refer to M-Files Feature
Comparison.

Example:

You can specify that the project manager for a certain project always has access to an object if this project
is indicated in the object's metadata. Then the project manager information is automatically delivered to
the object with the project and, on the basis of automatic permissions, the user is granted project manager
access rights to the object. If the project manager is changed, the project manager information can
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easily be changed for the project. This information is transferred to the documents or other objects as a
background task (see this note), so updating their project manager information separately is not necessary.

You can also do multi-level user definitions through metadata. For example, you can specify the project
manager in the related project property (see the image below). This way, the project manager information
is kept up to date constantly, as it is associated with the project instead of each separate document. You
can specify access for these pseudo-users by object or utilize them when defining automatic permissions.

Select Users or User Groups

() Users or user groups:

ot

a Alexk

:,': Al internal and external users
:,': Al internal users

a AndyM

3 il

:,": HR Department

.=, Johns

z JonathanlL

(®) User from metadata:

| Project.Project manager. M-Files user

Close

Figure 4: Select "User from metadata" when you want to specify pseudo-users.

You can specify automatic permissions and utilize the pseudo-user definitions in, for example, the "contract
of employment" class, which grants specific rights automatically to, for instance, an employee's supervisor.
In this case, the supervisor is automatically found with the employee information and the supervisor

is granted the appropriate rights. If the employee's supervisor changes, these rights are automatically

granted to the new supervisor.

' Note: Object permissions are updated as an asynchronous background task. Object permissions
may be updated when, for example, a named access control list, a user, a user group, or the value
of a pseudo-user (such as a project manager) is modified. You may monitor the progress of the
task in M-Files Admin in the Background Tasks section. For more information, see Monitoring

Background Tasks.

For more information on automatic permissions, see Automatic Permissions for Value List ltems.

Creating and Completing Assignments

Assignments transfer information and responsibility for task execution to the correct person. Assignments
can be used, for instance, to request a colleague to look over a proposal before it is sent to the customer.

Assignments can be included in a workflow, or they can be independent. For more information on
automatic assignments included in workflows, refer to Assign to user.

To submit a new assignment, create a new Assignment object. Because assignments are objects, you
can define the same assignment for several objects. Or, inversely, add several different objects to the
same assignment. For example, you can assign several drafts to a colleague for inspection with a single

assignment.
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Because the assignments are separate objects, they have their own version history and permissions. For
this reason, the document and assignment included in it can have separate permissions, and therefore
only a user who has reading rights to the document can mark the assignment completed. The user does
not need to have rights to edit the document, meaning that users with a read-only license to M-Files can
also mark the assignment completed.

You can add contextual information to assignments with different methods:

« Create an assignment and add objects to it either with drag and drop or the Add File function from the
context menu.

» Select one or more documents and select Assignment in the Create menu.

e Create an assignment without adding an object to it and define the entire task in the description field of
the assignment.

Metadata related to assignments
Assignment description

Add a free-form description of the task. The assignment notice by email displays the description to the
person to whom the task was assigned.

Assigned to

Select the persons you wish to assign the task to. You can add more users by clicking the plus button (+)
on the toolbar. Whenever an assignment is a separate object, all persons to whom the task was assigned
must mark the assignment as complete before it is switched to the "complete" state.

Deadline

If desired, you can select a deadline for the assignment. The user gets an automatic reminder if he has not
marked the assignment as completed when the deadline is approaching. The reminder will be sent using a

common notification rule which can be deleted by the administrator.

The deadline can also be useful for creating views. The administrator or user can create a view to display
objects whose deadline is approaching. For more information about views, refer to Creating a View.

Monitored by
You can use the Monitored by field to define the users you wish to notify every time a task is marked as
complete. The person submitting the assignment is automatically defined as a task monitor as soon as
the object is saved for the first time. Once the property has been automatically or manually added to the
metadata card, you can change or add more monitors by clicking the plus button (+) on the toolbar.
Mark as complete icon
You can mark the assignment complete by clicking the icon next to the Assigned to field.
Note: If a user creates the assignment, only this user and users with full control of the vault can
edit the Assigned to property value. However, if the assignment is created through a workflow,
only users with full control of the vault can edit the property value.

Creating a New Assignment for an Existing Document

1. In M-Files, locate the document for which you want to create a new assignment.

2. Right-click the document and select Create > Assignment.
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3. In Name or title, enter a descriptive title for the assignment.

4. In Assignment description, enter a detailed description of the assignment to ensure that the assignee
is properly informed about the details of the assignment.

5. In Assigned to, select the person to whom this assignment is assigned.
6. Optional: In Deadline, select a deadline by which the assignment must be completed.

7. Optional: With the workflow controls at the bottom of the New Assignment dialog, select a workflow for
the assignment.

8. Click Create.

The new assignment is shown in the Assigned to Me view of the assignee and they are informed by email
about the new assignment.
Creating a New Assignment for a New Document

1. In M-Files Desktop, click the Create button and select Assignment.
2. In Name or title, enter a descriptive title for the assignment.

3. In Assignment description, enter a detailed description of the assignment to ensure that the assignee
is properly informed about the details of the assignment.

4. In Assigned to, select the person to whom this assignment is assigned.
5. Optional: In Deadline, select a deadline by which the assignment must be completed.

6. Optional: With the workflow controls at the bottom of the New Assignment dialog, select a workflow for
the assignment.

7. Click Create.

8. When the new assignment has been created, right-click the assignment in the listing area and select
Add File.

9. Select a format for the new file.

10.Rename the new file.

11.0Optional: Double-click the newly added file to edit it.

The new assignment is shown in the Assigned to Me view of the assignee and they are informed by email
about the new assignment.

Completing an Assignment

To mark complete an assignment:

1. In M-Files, locate and select the assignment that has been assigned to you.

o You can find all the assignments assigned to you in the Assigned to Me view.

2. Complete all the tasks required in the assignment.

3. Mark the assignment complete with one of these methods:

a. On the metadata card, click the O (Mark complete) icon next to your name in the Assigned to field.
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or
b. In the task area, select View and Modify > Mark Complete.
or

c. Right-click the assignment and select Workflow > Mark Complete.

The Mark Complete dialog is opened.

4. Optional: Write a comment to the Comment field.
5. Click OK to close the Mark Complete dialog.

6. Optional: Depending on the workflow settings of the assignment, you may still need to add an electronic
signature to authorize the assignment completion.

The assignment is completed and it is removed from the Assigned to Me view.
Completing an Approval Assignment

To complete an approval assignment:

1. In M-Files, locate and select the assignment that has been assigned to you.

o You can find all the assignments assigned to you in the Assigned to Me view.

2. Complete all the tasks required in the assignment.

3. Mark the assignment either approved or rejected:

a. On the metadata card, click either the O or X icon next to your name in the Assigned to field.
or

b. In the task area, select View and Modify > Mark Approved/Rejected.
or

c. Right-click the assignment and select Workflow > Mark Approved/Rejected.

The Mark Complete dialog is opened.

4. Optional: Write a comment to the Comment field.
5. Click OK to close the Mark Complete dialog.

6. Optional: Depending on the workflow settings of the assignment, you may still need to add an electronic
signature to authorize the operation.

The assignment is completed and it is removed from the Assigned to Me view. The user defined in the
Monitored by property gets a notification e-mail of the approval or rejection.
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Making Copies of Existing Objects

To create a copy of an existing object, right-click an object and select Make Copy. This command creates
a new object with the metadata and contents of the source object. The version history is not copied to the
new object.

Making PDFs of Existing Objects
You can make PDFs of the files in M-Files.
Here are some solutions for issues that occur often when making PDFs:

« If you cannot convert documents to the PDF format, see \Why can't | convert a document to PDF format
or annotate a document?

» If there are problems with non-English content, your M-Files administrator can try to enable the
Advanced Vault Settings option PDF Conversion > Word Files > Extended Language Support.

Saving as PDF
To save a file as a PDF:

1. Right-click an object in the listing area and select Save as PDF > Save as PDF.

When the PDF is created, the Save As dialog opens.

2. In the Save As dialog, select the location for the PDF file.

0 If you save a single-file document, the dialog shows the vault as the default save location. If you
save a file in a multi-file document, the dialog shows the multi-file document as the default save
location.

3. Click Save.

4. Optional: If you save the PDF as a single-file document, the object's metadata card opens. Fill in the
necessary metadata and click Create.

The PDF version of the file is saved to the vault.
Converting to PDF

To convert a file into PDF format, right-click an object in the listing area, click Save as PDF,and select one
of these options:

Option Description
Convert to PDF (replaces original M-Files converts the selected file to PDF format and replaces
file) the original file (for example, a Word file) with the PDF file.

Convert to PDF (adds separate file) ) .
M-Files converts the selected file to PDF format and keeps the

original version of it. If you convert a single-file document, M-
Files converts it to a multi-file document and adds the PDF file
to it.




M-Files | 2. Daily Use | 49

Functions in Microsoft Outlook

M-Files offers useful features for the daily handling of email messages. For example, you can automate
storing messages in M-Files.

M-Files has two versions of the add-in for Microsoft Outlook. This sections puts focus on the use of the
standard add-in, but many of the concepts and procedures are usable also in the advanced add-in.
However, there is a separate user guide for the advanced add-in.

You must have a separate license to use the advanced add-in for Microsoft Outlook. If your organization
has purchased M-Files for Outlook, you have access to the advanced add-in.

Features of the standard integration with Microsoft Outlook

* You can save email messages and attachments to M-Files in many file formats.

* You can send an email message and, at the same time, save it to an M-Files vault.

* You can create Outlook rules and use M-Files features to save email messages automatically.

* The email messages that have been saved to M-Files show an M-Files flag.

» Email messages related to a specific subject have a relationship in M-Files. With the relationships, you
can easily find and read the entire email conversation in M-Files.

* You can open a stored email message in M-Files directly from Microsoft Outlook.

* M-Files can automatically associate contact persons and customers with email messages.

* The document date in M-Files is automatically the same as the email date in Microsoft Outlook.

Optional settings

To disable the Send and Save to M-Files button in Microsoft Outlook, configure this registry setting on the
client computer:

Key HKEY CURRENT USER\SOFTWARE\Motive\M-Files\<version>\Client\Common
\<vault name>\MSOutlookRibbon

Value name |ShowSendAndSaveInMFilesTab

Value type |REG DWORD

Description | When enabled, the Send and Save to M-Files button is visible in the M-Files ribbon.

Default 1 Enabled

value

Value 0 Disabled
1 Enabled

To add the Send and Save to M-Files button to the default composer window in Microsoft Outlook,
configure this registry setting on the client computer:

Key HKEY CURRENT USER\SOFTWARE\Motive\M-Files\<version>\Client\Common
\<vault name>\MSOutlookRibbon

Value name |ShowSendAndSaveInBuiltInTab

Value type [REG DWORD

Description [When enabled, the Send and Save to M-Files button is visible in the default composer
window of Microsoft Outlook.
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Key HKEY CURRENT USER\SOFTWARE\Motive\M-Files\<version>\Client\Common
\<vault name>\MSOutlookRibbon

Default 0 Disabled

value

Value 0 Disabled
1 Enabled

The M-Files system administrator can also apply these settings to multiple client computers. For more
information, see Configuration Options for the "Send and Save to M-Files" Button.

In this chapter

e Saving Email Messages in Microsoft Outlook to M-Files
e Storage Formats

+ Creating a Microsoft Outlook Rule for M-Files

e Saving messages in M-Files Folders

e Associating Messages with Contacts

¢ The M-Files Flag

Saving Email Messages in Microsoft Outlook to M-Files

1. In Microsoft Outlook, do one of these steps:

a.

Locate the email message that you want to save to M-Files, right-click the message and select Save
to M-Files, and then select the vault where you want to save the selected email message.

or

Locate the email message that you want to save to M-Files, and then drag and drop the message to
the preferred M-Files folder located in the Microsoft Outlook navigation pane.

or

First compose a new email message, then, in the Message window, open the M-Files tab and click
Send and Save to M-Files, and finally select the appropriate vault from the drop-down menu.

The New Document dialog is opened.

2. From the Save as type drop-down menu, select the format in which the email message is saved.

o For more information about email message storage formats, see Storage Formats.

3. Fill in the metadata for the email message and click Create.

o Note that some properties may be automatically populated. For more information, see

Automatically Populated Metadata.

The selected email message is added to the selected vault in M-Files. An M-Files flag is also added to the
message in Microsoft Outlook as an indication that the message has been saved to M-Files.
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Storage Formats

Email messages and attachments can be saved from Microsoft Outlook directly to M-Files. The M-Files
capabilities described in this section are available in Microsoft Outlook versions 2016 and 2019, and in
versions of Microsoft 365 Apps for enterprise that Microsoft supports.

Microsoft Outlook has these options for the Save to M-Files feature:

Microsoft Outlook message (*.msg)

The email message and any attachments are stored in M-Files in MSG format. The stored file and its
attachments open as a message in Microsoft Outlook.

Microsoft Outlook message; separate attachments (*.msg; *.*)

The email message is stored as a multi-file document: message text is stored in MSG format and the
attachments in their native file formats. The stored MSG file opens as a message in Microsoft Outlook. The
attachments open in the applications associated with the file format.

Text only; no attachments (*.txt)

The email message is stored as a text file. The stored file opens in, for example, Notepad. Attachments are
not saved.

Text only; separate attachments (*.txt; *.*)

The email message is stored as a multi-file document: message text is stored as plain text and the
attachments in their native file formats. The attachments open in the applications associated with the file
format.

MHTML document; no attachments (*.mht)

The email message is stored in M-Files in MHT format. The stored file is opened in a program that
supports reading of MHT files such as Internet Explorer.

MHTML document; separate attachments (*.mht; *.*)
The email message is stored as a multi-file document: the content of the message is stored in MHT format

and the attachments in their native file formats. The attachments open in the applications associated with
the file format.

Save Attachments to M-Files

The Save Attachments to M-Files function stores only email attachments. The attachments are stored in
their native file formats. If an email message contains several files as attachments, these files are saved as
a multi-file document. If the message contains one attachment, the file is saved as a single-file document.
The attachments open in the applications associated with the file format.

Note: If you would prefer to store multiple attachments as separate documents rather than as a
single multi-file document, please contact your M-Files consultant for additional information.

Creating a Microsoft Outlook Rule for M-Files

With Microsoft Outlook rules, you can automate saving specific kinds of email messages to M-Files on the
basis of, for example, the sender, subject, or recipient of a message. For example, you can specify that all
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proposal messages that you send are saved to M-Files on the basis that the subject field contains the word
proposal.

' Note: These instructions are for Microsoft Outlook 365. If you use a different version of Microsoft
Outlook, there can be minor differences in how rules are created.

To create a Microsoft Outlook rule for M-Files:

1. Open Microsoft Outlook and select an email message that represents the type of message for which
you want to create a rule.

/ You can select the message and create the rule on the basis of, for example, the sender of the
message, text in the subject field, or the recipient of the message.

2. On the Home tab, in the Move section, click Rules and the select Create Rule.

The Create Rule dialog is opened.

3. Click Advanced Options.

The Rules Wizard dialog is opened.

4. Check the condition or conditions that an email message must meet for this rule to be applied.

/ To create a rule that applies to messages that are sent by the selected sender, check the from
<sender> check box.

5. Optional: Click an underlined value in the rule description field to edit the rule condition.
6. Click Next.
7. Check the move a copy to the specified folder check box.

o You can also move the messages themselves directly to M-Files so that they are deleted from
Microsoft Outlook when they are moved. The best practice normally is to move a copy of the
message to M-Files. With this method, the actual message remains in the original folder, such
as the inbox or outbox folder.

8. Click specified in the rule description field.

The Rules and Alerts dialog is opened.

9. Expand the M-Files node and then select the vault to which you want to move copies of messages that
match this rule.

10.Click OK to close the Rules and Alerts dialog and then click Next.

11.0ptional: To make exceptions to this rule, check any exception check box that you want to be applied
and edit the exception in the rule description field.

12.Click Next.
13.In the text field, enter a descriptive name for the rule.

14.Check the Run this rule now on messages already in and Turn on this rule check boxes and click
Finish.
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The email messages in Microsoft Outlook that match the rule that you specified are moved automatically to
the selected vault in M-Files.

Note: If Microsoft Outlook is not open when you receive a message that matches this rule and
would therefore be automatically saved to M-Files, M-Files will suggest that you Save pending
messages now when Microsoft Outlook is opened the next time.

Saving messages in M-Files Folders

In addition to using the Save to M-Files function, you can save messages to M-Files with the M-Files
folders. This offers several additional features for saving messages:

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

* M-Files folders are automatically available to you in Microsoft Outlook if M-Files has been installed on
your computer. Automatically used M-Files folders correspond to the M-Files vaults to which you have
added a document vault connection.

* The messages are always copied from their original folder in Microsoft Outlook: messages are not
removed from their original Microsoft Outlook folder when you move them to the M-Files folder.

* You can specify automatically populated metadata for each M-Files folder.

The functions described in this section are available in Microsoft Outlook versions 2016 and 2019, and in
versions of Microsoft 365 Apps for enterprise that Microsoft supports.

In this chapter
* Automatically Populated Metadata
Automatically Populated Metadata

You can specify automatically populated properties to be added to email messages when you save them
to M-Files by dragging them to M-Files folders in Microsoft Outlook. These settings are folder-specific,
allowing you to utilize multiple subfolders for a variety of use cases. The function is available in Microsoft
Outlook versions 2016 and 2019, and in versions of Microsoft 365 Apps for enterprise that Microsoft
supports.

' Note: These folders need to be added as subfolders under the automatically created M-Files
folders (representing your M-Files vault connections). If you create a folder directly on the main
level, you create a normal Microsoft Outlook folder, for which you cannot specify M-Files properties.

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

Metadata  permissions

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

Properties
Property Value Retain
Customer RGPP Partnership
Project Hospital Expansion (Miami, FL)
Add... Edit... Remove
Permissions
Full control for all internal users -
Options
Frompt for metadata
Save as fype: Outook message ~

Commeon to all users

Cancel Apply Help

Figure 5: Properties dialog for setting up automatically populated, folder-specific metadata.

Click the Add button to define a new property.

You can, for instance, use the property Project and set it to have the fixed value Hospital Expansion
(Miami, FL). This way, the messages dragged into that folder are automatically associated with the
Hospital Expansion (Miami, FL). Alternatively, if you wish to save all job applications in the Job application
class, select the folder property Class and set its value to Job application.

You can also specify M-Files folder properties to be read from the email message itself. In this case, select

Add, then the Read from the e-mail message option and choose a suitable field from the drop-down
menu.

Allow users to retain the property value for this folder

This setting (visible only to users with at least the right to manage common views) adds a Retain column
to the folder properties dialog. The Retain option is available for all users, and also controlled by each
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individual user. Activating the Retain option for a property tells M-Files to remember the latest value
provided by the user, ignoring the original fixed value set by the administrator.

Let's say the organization is connected to two projects with the same customer, and the default project
has been set to Alpha. The project manager for project Beta would probably want to enable the Retain
option, because this way the property needs to be changed only once. After this, M-Files remembers that
the project manager wants to associate his emails with project Beta, not Alpha, even though the default
project was set to Alpha.

Permissions

The Permissions option enables you to define user permissions for the messages that are saved in this
M-Files folder. This should not be confused with the view permissions for common folders (see below).

Prompt for metadata

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

The common folder settings are applied once the user starts Microsoft Outlook while being logged into the
vault.

Common folder view permissions

As soon as the Common to all users option has been enabled, the Permissions tab appears next to
the Metadata tab. This allows you to select view permissions for the common folder. This should not be
confused with the Permissions option on the Metadata tab (see above).

Defining Automatically Populated Metadata

1. In Microsoft Outlook, select an existing M-Files folder or create a new M-Files folder:

If you want to... Do the following...

Define automatically populated metadata for Right-click an existing M-Files folder in the
an existing M-Files folder navigation pane and select Specify M-Files
Properties from the context menu.

Define automatically populated metadata for a | Right-click a vault in the navigation pane, select
new M-Files folder New Folder... from the context menu, name the
folder and press the Enter key.

The Properties dialog is opened.

2. Click Add to define a new property.

The Define Property dialog is opened.
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3. From the Property drop-down menu, select an M-Files property that you want to automatically
populate, and then select either:

a. Use afixed value and enter or select a value in the field below if you want to populate the property
value with a fixed value.

or

b. Read from the e-mail message and select an email header field to read information from by using
the Field drop-down menu if you want to populate the property value with information read from the
imported email message.

4. Click OK to close the Define Property dialog.

The automatically populated property is added to the Properties list in the Properties dialog.

5. Optional: On the Properties list in the Properties dialog, check the Retain check box of an
automatically populated property if you wish M-Files to always remember the most recent value set by
any user for this property, ignoring the original value set in this dialog.

6. With the Permissions drop-down menu, specify the permissions for documents created through this
folder.

7. Optional: Select the Prompt for metadata if you want to display the metadata card and prompt for
additional metadata when an email message is dragged and dropped to this folder.

8. Using the Save as type drop-down menu, select the email message format for the messages saved to
this folder.

9. Optional: Check the Common to all users check box if you wish to display this folder to all vault users
in Microsoft Outlook.

o If the Common to all users option is enabled, you can specify the users who may see this
folder on the Permissions tab.

When an email message is dragged and dropped to the Microsoft Outlook folder for which you have just
set automatically populated metadata definitions, the message is saved to M-Files with automatically
populated metadata.

Associating Messages with Contacts

You can use M-Files Admin for specifying messages to be automatically associated with contact persons
and customers saved in M-Files on the basis of the sender and recipient information. A message from, for
example, matt.bay@estt.com can be automatically associated with the contact person Matt Bay and the
customer ESTT.

Note: This feature is available in Microsoft Outlook versions 2016 and 2019, and in versions of
Microsoft 365 Apps for enterprise that Microsoft supports.

When the user is saving an email message to M-Files in Microsoft Outlook, M-Files looks for similarity
between the email addresses in the message and the properties that have been specified in M-Files
Admin. On the basis of similarity and the properties specified by the administrator, M-Files automatically
associates the message with customers or contact persons when the message is saved in the M-Files
folder in Microsoft Outlook. For more information on how to specify the properties in M-Files Admin, see
Email Client Integration Settings.

This automation takes place on a vault-specific basis (with a vault-specific M-Files folder in Microsoft
Outlook), also applying to all subfolders of the M-Files folder in question.
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The M-Files Flag

The M-Files flag, shown in the Microsoft Outlook message listing, indicates that you have already saved
the message to M-Files.

If some other user (for instance 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 Microsoft Outlook for that message.

With the Update M-Files Status function in the context menu of the message, 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 Microsoft
Outlook.

2.3.2. Removing and Archiving Content

This section deals with ways you can remove objects from your vault, as well as with archiving vault
content.

In this chapter

¢ Deleting, Undeleting, and Destroying Objects
* Archiving

Deleting, Undeleting, and Destroying Objects

Deleting objects

To delete an object, right-click it and select Delete. The object is not destroyed permanently, but it will
become deleted.

' Note: You can see the deleted objects in M-Files Desktop only if you have at least one of these
permissions:

e System administrator permissions

e Vault administrator permissions

* The permission See and read all vault content (including deleted objects)
e The permission See and undelete deleted objects

To show deleted objects, you can create a view for them or use a filtered search.

Undeleting objects

To restore a deleted object, right-click it and select Undelete. To find deleted objects, see Deleting objects.

Destroying objects

To permanently remove an object, right-click a deleted object and select Destroy. You can also select
Destroy permanently in the confirmation dialog when you delete an object. To find the deleted objects,
see Deleting objects.
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Archiving

When documents are no longer actively needed in the document vault, they can be archived. For example,
the system administrator can store all documents marked for archiving by users in a separate archive file,
from which they can also be restored to active use.

Mark for archiving

You can specify objects to be archived by selecting them in the listing area, right-clicking one of them, and
then selecting Archiving > Mark for Archiving from the context menu. The archiving operation done with
M-Files Admin moves the marked objects from the vault to a separate archive file. For more information,
see Archiving Old Versions.

Clear Archiving Marker

You can remove the archiving marker of the selected object by right-clicking it and selecting Archiving >
Clear Archiving Marker from the context menu.

2.3.3. Editing Content

This section tells you how documents are edited in M-Files. Documents are first checked out for editing or
co-authoring. After edits are done, documents are checked back in to the vault. The section also tells you
how to enable and use the Annotations and Redlining feature, how to use object comments, workflows,
and version history, and how to compare document content.

In this chapter

¢ Checking Out a Document

* Checking Out a Document for Co-Authoring

e Checking Out a Document for Co-Authoring with Microsoft SharePoint
¢ Checking In a Document

¢ Annotations and Redlining

¢ Object Comments

«  Workflows

e Conflict History

¢ Comparing Documents

« Functions in Microsoft Word, Microsoft Excel and Microsoft PowerPoint
e Version History

¢ Functions in AutoCAD

Checking Out a Document

Checking out a document is an M-Files function that prevents concurrent editing. A checked out document
can still be viewed and opened in read-only mode by other users.

When you check out a document, a small check mark (Q) is shown on the document icon. A red icon

(°) means that the document has been checked out to someone else.

' Note: When you check out a document in M-Files Desktop, the M-Files Web user interface shows
that the same document is checked out to someone else. The same applies the other way around.
This happens because the two clients use a different client cache. You can, however, use the Undo
Checkout command.
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Functions without checkout

You can add files to and remove files from a multi-file document without checking it out for editing. You can
also rename and replace files without checking them out.

Sending a check-in request

You can also send a check-in request to the user who has checked out a document: Right-click the
document and select Send Check-in Request. The user gets an email message about the request.
The message also contains a link to the document. The check-in request is sent to the email address
associated with the user's login account.

Undoing Document Checkout

With the Undo Checkout function, you can undo checking out a document without saving the changes on
the server. In this case, you lose all changes you made to the document during the checkout. This function
is useful when you have checked a document out, made changes and saved the document, but do not
want the changes to take effect. In other words, you want to restore the document to how it was before you
checked it out.

If the document has never been checked in, it is deleted when the Undo Checkout function is used.
Checking Out a Document for Co-Authoring

With M-Files, many users can edit a document at the same time. You can check out a document for co-
authoring with Microsoft Office for the web when the Microsoft Office for the web tools and co-authoring
have been enabled for your vault or vaults.

Note: Office for the web has limits for the maximum size of the files. For more information, refer to
Microsoft documentation.

Editing an Office Document in the Co-Authoring Mode

You must have an Office 365 account and editing permissions to the document that you want to edit in co-
authoring mode.

To check out a document for co-authoring:

1. Locate the object that you want to make available for co-authoring in M-Files Desktop or M-Files Web.
2. Right-click the document and select Check Out for Co-authoring in the context menu.

0 ' Note: Co-authoring is only available for single-file DOCX, XLSX, XLSM, and PPTX
documents.

In M-Files Desktop, a security warning is opened about who can view and modify the file during
co-authoring. If you use M-Files Web, skip to step 4.

3. In the Security Warning dialog in M-Files Desktop, click Begin Co-authoring.

The document is opened in Microsoft Office for the web.

Tip: If you use Google Chrome and the browser cannot load the editor, check if the
address bar contains an icon informing the user about a blocked redirection. If it does,
click it and allow the redirection to completed. Finally, close the browser window or tab
and double-click the document in M-Files to reopen the editor.
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4. Edit the document in the browser.

o Microsoft Office automatically saves your document when you make changes to it.

5. When you are done, click End Co-authoring to close the editor.

o In M-Files Web, this command is called Save and return to M-Files.

6. To end co-authoring, right-click the object in M-Files Desktop or M-Files Web and select Check In.

o The user who checks out the document for co-authoring must be the one who also checks
it in. The changes made during co-authoring are attributed to the user who checked out the
document for co-authoring and checked in the new version.

6 You can reject the changes made in co-authoring by right-clicking the object and selecting Undo
Checkout from the context menu.

The changes made by you and anyone else during co-authoring are saved to M-Files, unless you selected
Undo Checkout instead of checking in the document.
Participating in Co-Authoring

When a document has been checked for co-authoring, you can participate in the authoring process:

1. Locate the co-authored document in M-Files Desktop or M-Files Web and double-click it to open it in
the co-authoring mode.

0 A co-authored document is marked with a yellow icon containing a white checkmark.

A dialog about editing the document in the co-authoring or opening it in read-only mode is
opened.

2. Select Edit (Co-authoring).

The document is opened in Microsoft Office for the web.

Tip: If you use Google Chrome and the browser cannot load the editor, check if the
address bar contains an icon informing the user about a blocked redirection. If it does,
click it and allow the redirection to completed. Finally, close the browser window or tab
and double-click the document in M-Files to reopen the editor.

3. Edit the document in the browser.

o Microsoft Office automatically saves your document when you make changes to it.

4. When you are done, click End Co-authoring to close the editor.

o In M-Files Web, this command is called Save and return to M-Files.
The changes you made to the document are saved to M-Files once the user who started the co-authoring
has ended the co-authoring and checked in the document.

Checking Out a Document for Co-Authoring with Microsoft SharePoint

If you do not use Microsoft Office for the web, you can use the co-authoring functionality with Microsoft
SharePoint. In co-authoring with Microsoft SharePoint, also a person without an M-Files account can
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participate in the co-authoring process. For instructions on how to set the co-authoring features to be
used with Microsoft SharePoint, see the knowledge base article Customizing Co-Authoring and Sharing
Features.

Editing an Office Document in the Co-Authoring Mode with Microsoft SharePoint

You must have a Microsoft account for co-authoring Office documents. If you do not have one, you can
create the account the first time you check out an object for co-authoring.

1. Locate the object you want to make available for co-authoring in M-Files.

2. Either:

a. Right-click the object and select Check Out for Co-authoring from the context menu.
or

b. Right-click the object and select Begin Co-authoring from the context menu if the file is part of a
multi-file document or if it is already checked out to you.

' Note: By default, co-authoring is available for DOCX, XLSX, and PPTX files only.
A security warning is opened about who can view and modify the file during co-authoring.

3. Click Begin Co-authoring in the Security Warning dialog.

4. In the Co-authoring dialog, click Send Link to send the shared object link to co-authoring participants
with your mail client.

o You can also right-click the object you have checked out for co-authoring and select Send Co-
authoring Link whenever you want to share the co-authoring link to someone.

0 Please note that anyone with the link can view and modify the file.

5. Double-click the object in the listing area to begin co-authoring.

The document is opened in Microsoft Office for the web.

6. Click Edit in Browser in the upper right corner to begin editing in the co-authoring mode.

0 M-Files functions (such as adding metadata to the content) are not available during co-
authoring.

7. Optional: Click Open in Word (or Open in Excel or Open in PowerPoint) above the Office ribbon to
begin co-authoring in the desktop application.

8. Save your changes if you are using the desktop application.

0 Microsoft Office automatically saves your document when you make changes to it.

9. Close the document.

10.Right-click the object in M-Files, and select End Co-authoring from the context menu.


https://kb.cloudvault.m-files.com/Default.aspx#3ECA226F-7B54-428B-B539-DE443E6134EC/object/E1958F39-46EF-4A85-84E5-D5AC63F0E4DE/latest
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11.Finally, right-click the object again and select Check In to check in the changes.

o The user who checks out the document for co-authoring must be the one who also checks it
in. This M-Files user is responsible for the changes made in the document. The changes made
during co-authoring are attributed to the user who checked out the document for co-authoring
and checked in the new version.

o You can reject the changes made in co-authoring by right-clicking the object and selecting Undo
Checkout from the context menu.

The changes made by you and anyone else during co-authoring are saved to M-Files. If you want to share
the document for co-authoring again, check out the file for co-authoring and send a new link to the file.
Participating in Co-Authoring with Microsoft SharePoint

When a document has been checked for co-authoring, there are two ways you can take part in co-
authoring the document.

1. Either:

a. If you receive a link to a co-authored document, click the link to open the document in the co-
authoring mode.

or

b. Locate the co-authored document in M-Files and double-click it to open it in the co-authoring mode
(a co-authored document is marked with a red cloud on top of its icon) and click Edit (Co-authoring)
in the Co-authoring dialog.

2. Click Edit in Browser in the upper right corner to begin editing in the co-authoring mode.

3. Optional: Click Open in Word (or Open in Excel or Open in PowerPoint) above the Office ribbon to
begin co-authoring in the desktop application.

4. Save your changes if you are using the desktop application.

o Microsoft Office automatically saves your document when you make changes to it.

5. Close the document.

The changes you made to the document are saved to M-Files once the user who started the co-authoring
has ended the co-authoring and checked in the document.

Checking In a Document

When you no longer edit a document, you can check it in to make it available for others. To do this, right-
click the document and select Check In.

Tip: You can simultaneously check in all documents that you have checked out in the Checked
Out to Me view. The keyboard shortcut is Ctrl + I.

Checking in with comments

You can comment on changes you made when you check in a document. Right-click the object and select
Check In with Comments. In the Check In dialog, you can enter a description of the changes you made.
The comments are displayed in the Comments view of the object.
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' Note: Comments keep their permission settings. Only users defined in the permission settings,
when the comment was added, can see these comments.

Annotations and Redlining

You can add comments and stamps, and draw arrows, boxes and other shapes to your documents. The
feature supports most common file types, including Microsoft Word, Microsoft Excel, Microsoft PowerPoint
and Visio documents, email files, RTF files, HTML and web archive files as well as OpenDocument files
and PDF documents. When you select an annotated document, the task area shows the options to show or
hide the annotations.

Note: The annotations are not added to the documents themselves, but rather as detachable
layers that can also be hidden if need be.

' Note: The M-Files system administrator must first enable the annotations and redlining feature
before documents can be annotated. For more information, see Annotations and redlining.

Enabling annotations in the user interface
To make sure that annotations are enabled in your user interface:

Open your vault with M-Files Desktop.
Press Alt.

Open the View menu.

Enable the Show Annotations option.

Ll A

Annotation objects

Your annotations are saved as separate Annotation objects under the main document. M-Files
automatically creates these objects every time you start creating new annotations. Annotation objects
contain an XFDF file (XML Forms Data Format) that basically tells M-Files the type, form, and location of
your annotations.

Supported file formats
This feature supports the following file formats:

« Email files (eml, emlIx, msg)

« HTML and web archive files (htm, html, mht, mhtml)

« Image files (tif, tiff, jpg, jpeg, bmp, gif, png)

* Video files (mp4, webm, ovg) *

e Audio files (mp3, ogg, wav) *

» Microsoft Excel files (xIsx, xIsm, xltx, xltm, xIsb, xIs, xIt)

« Microsoft PowerPoint files (pptx, pptm, ppsx, ppsm, potx, potm, ppt, pps, pot)
* Microsoft Word files (docx, docm, dotx, dotm, doc, dot)

« OpenDocument files (odt, ott, ods, odp)

« PDFfiles

e RTFfiles

e Text files (txt)

* Visio drawings (vsdx, vsx, vitx, vdx, vssX, vstx, vsdm, vssm, vstm, vdw, vsd, vss, vst)

*) Supported only in the new M-Files Web
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Troubleshooting

If you are running into issues with annotations or are unable to use them, see \Why can't | convert a
document to PDF format or annotate a document? for assistance.

In this chapter

¢ Adding Annotations to Documents
» Editing Annotations

Adding Annotations to Documents
To create an annotation object and add annotations to a document:
1. Select a document in the listing area.
2. Make sure that the Preview tab is selected in the right pane.
3. Do one of these steps:
a. Right-click the document and select Create > Annotation.
or

b. Click New Annotations in the task area under the Annotations section.

' Note: This option is only available for documents that do not have annotations.

An annotation object is added to the document's related objects in the listing area.

4. Use the annotation controls at the top of the preview to add annotations.

0 The annotation controls include different ways for you to highlight parts of the document and
icons for saving and printing the annotated document.

5. In the task area, click Save Annotations.

The annotation object is checked in.

Editing Annotations
To edit an annotation object:

1. Select an annotated document or an annotation object in the listing area.
2. Make sure that the Preview tab is selected in the right pane.

3. Click Edit Annotations in the task area under the Annotations section.
4. Use the annotation controls at the top of the preview to add annotations.

o The annotation controls include different ways for you to highlight parts of the document and
icons for saving and printing the annotated document.
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5. In the task area, click Save Annotations.

The annotation object is checked in.

Object Comments

You can add comments to objects with the Comments function. Click the comments icon (:]) on the
metadata card to see the comments of an object.

You can only add comments for objects for which you have edit permissions, and only when you are not
using a read-only license. As an exception, you can add a comment for an object when you change its
workflow state.

' Note: Comments keep their permission settings. Only users defined in the permission settings,
when the comment was added, can see these comments.

Workflows

During the lifecycle of a document, different contributors can change, edit, and make different decisions on
the document. It is important that each person that participates in the process knows their responsibilities
and the working stages.

The M-Files workflows let you model document lifecycles to real world processes. The workflows are
divided into states that represent the working stages of the document or other object.

> Awaiting approval /' Approved $ Paid in full

» ‘ The management either ” ’ If the purchase invoice is approved,

approves or rejects the the finance department processes

‘ o purchase invoice ‘ > the invoice and then moves the

X Rejected invoice to the Paid in full state.
Figure 6: Workflows make routine tasks of the organization easier. For example, processing purchase invoices.

Workflows are created and changed in M-Files Admin by M-Files system administrators. To create and edit
workflows, see Configuring Workflows.

To select a workflow and a workflow state for an object, use the workflow controls on the metadata card.
Changing the Workflow State on the Metadata Card

1. Select an object in the listing area.
2. Click the workflow state field at the bottom of the metadata card.
3. Select the workflow state.

The Change State dialog is opened.

4. Optional: In Comment, add comments about the state transition to the object.
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5. Select one of these options:

Option Description

OK The state transition is made and the possible
comment is added.

Cancel The state transition is made but no comment is
added.

The Change State dialog is closed.

6. Click Save.
7. Optional: If the Electronic Signature dialog is opened, complete one of these steps:
a. If the Username and Password fields are shown, enter your user credentials and click Sign.
or
b. If the Username and Password fields are not shown, click Sign to enter your user credentials.
Changing the Workflow State with the Context Menu
1. In the listing area, right-click an object and click Workflow > Change State.

The Change State dialog is opened.

2. In State Transition, select the workflow state.
3. Optional: In Comment, add comments about the state transition to the object.
4. Click OK.

The Change State is closed and the state transition is made.

5. Optional: If the Electronic Signature dialog is opened, complete one of these steps:
a. If the Username and Password fields are shown, enter your user credentials and click Sign.
or
b. If the Username and Password fields are not shown, click Sign to enter your user credentials.
Changing the Workflow State in the Task Area
1. Inthe listing area, select an object that has a workflow.
2. Inthe task area, click the new state in the State transition section.

The Change State dialog is opened.

w

. Optional: In Comment, add comments about the state transition to the object.
4. Click OK.

The Change State is closed and the state transition is made.
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5. Optional: If the Electronic Signature dialog is opened, complete one of these steps:

a. If the Username and Password fields are shown, enter your user credentials and click Sign.
or

b. If the Username and Password fields are not shown, click Sign to enter your user credentials.
Conflict History

When automatic conflict resolution is enabled, M-Files automatically resolves conflicts that occur during
data synchronization between vaults. Vault users can then use the Conflict History dialog to see and
restore discarded object versions. For instructions on how to configure automatic conflict resolution, refer
to Configuring Automatic Resolution of Replication Conflicts.

The configuration specifies if you are told when changes you made to an object are discarded in conflict
resolution. The options are:

* You get a notification.
e Atask is assigned to you.
e There is no indication of discarded changes.

Showing and Restoring Discarded Object Versions
To show the discarded object versions:

1. In M-Files Desktop, right-click an object and select Conflict History.

The Conflict History dialog is opened.

Note: If there are many discarded object versions, it is possible that the oldest ones are
not shown.

To compare document versions:

2. Press and hold the Ctrl key, and select two document versions.

3. Right-click a selected version and select Compare Selected Documents.
To restore a discarded object version:

4. Select a discarded object version.

5. Click Restore Object Version.

6. In the confirmation dialog that is opened, click Yes.

M-Files uses the contents of the object version to create a new version of the object.

Comparing Documents

When the setup for Advanced Document Compare feature is completed (refer to Setting Up M-Files
Advanced Document Compare), you can use M-Files to compare the content of two documents or two
versions of a document. This section gives examples on how you can use the feature.

' Note: The file extension of the compared documents must be DOC, DOCX, PDF, or RTF, and their
total file size must be less than 16 MB.


https://m-files.force.com/s/article/mfiles-ka-376004
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Using the Listing Area to Compare Document Content

To compare the content of the latest version of a document with a different version or document, do the
steps in this section. To compare two previous versions of a document with each other, see Comparing
Document Content with the History Dialog.

1. Loginto a vault.
2. Use a search or a view to find the document that you want to compare.

3. Right-click the document on the listing area, and select one of these options:

a. Click Compare > Compare with Previous Version to compare the current document version with
the previous version.

or

b. Click Compare > Compare with Another Version to compare the current document version with a
previous version. This command opens the History dialog where you can select a document version
with which to compare the content.

or

c. Click Compare > Compare with Another Document to compare the current document version
with a different document. This command opens the Windows Open dialog where you can select a
document with which to compare the content.

The Document Compare window is opened.

4. To examine the changes, use the Previous Change and Next Change buttons, the navigation links in
the Change Summary list, or simply scroll through the document.

5. Optional: To save a copy of the comparison in PDF or DOCX format, use the commands Save as PDF,
Save as DOCX, or Track Changes.

o Save as DOCX creates a simple Microsoft Word rendition of the comparison that you see in the
Document Compare dialog, but Track Changes creates a document that lets you control the
tracked changes from the Review tab in Microsoft Word.

Comparing Document Content with the History Dialog

When you start to compare content in the M-Files Desktop listing area, you can compare the latest version
of the selected document with a different version or document. To compare two previous versions of a
document, start the comparison in the History dialog.

To compare the document content of two previous document versions:

1. Log into a vault.

2. Use a search or a view to find the document that you want to compare.

w

. Right-click the document and select History.

The History dialog is opened.

4. Press and hold down the Ctrl key and select the two versions that you want to compare.
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5. Right-click a selected version and click Compare Selected Documents.

The Document Compare window is opened.

6. To examine the changes, use the Previous Change and Next Change buttons, the navigation links in
the Change Summary list, or simply scroll through the document.

7. Optional: To save a copy of the comparison in PDF or DOCX format, use the commands Save as PDF,
Save as DOCX, or Track Changes.

o Save as DOCX creates a simple Microsoft Word rendition of the comparison that you see in the
Document Compare dialog, but Track Changes creates a document that lets you control the
tracked changes from the Review tab in Microsoft Word.

Comparing Document Content with the Microsoft Word Ribbon

The Compare functionality is only available for documents that are stored in M-Files.

To compare the content of the document opened in Microsoft Word with that of a different document or
document version:

1. In the Microsoft Word menu ribbon, open the M-Files tab.
2. Click Compare.

3. Select one of these options:

a. Click Compare > Compare with Previous Version to compare the current document version with
the previous version.

or

b. Click Compare > Compare with Another Version to compare the current document version with a
previous version. This command opens the History dialog where you can select a document version
with which to compare the content.

or

c. Click Compare > Compare with Another Document to compare the current document version
with a different document. This command opens the Windows Open dialog where you can select a
document with which to compare the content.

The Document Compare window is opened.

4. To examine the changes, use the Previous Change and Next Change buttons, the navigation links in
the Change Summary list, or simply scroll through the document.

5. Optional: To save a copy of the comparison in PDF or DOCX format, use the commands Save as PDF,
Save as DOCX, or Track Changes.

o Save as DOCX creates a simple Microsoft Word rendition of the comparison that you see in the
Document Compare dialog, but Track Changes creates a document that lets you control the
tracked changes from the Review tab in Microsoft Word.
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Functions in Microsoft Word, Microsoft Excel and Microsoft PowerPoint

The M-Files functions in Microsoft Word, Microsoft Excel and Microsoft PowerPoint for Microsoft Windows
make it easy to manage documents. You can access the functions from the File menu, Office menu, or M-
Files menu.

The M-Files functions in this section are available in Microsoft Word, Microsoft Excel, and Microsoft
PowerPoint 2016 and 2019, and in versions of Microsoft 365 Apps for enterprise that Microsoft supports.

Open From M-Files o
You can open a document from the vault to read or edit it. If you have many

vaults, use the Open from M-Files function to select the correct one. This
function is also available in the File and Office menus.

Save to M-Files ) ) )
Save is the easiest way to save a document to M-Files. When you save to M-

Files directly, the metadata card opens for editing. For more information, see
Creating Documents. If you use many vaults, select the correct vault in the
Save submenu. This function is also available in the File and Office menus.

Explore M-Files o _ _ _ o
If the opened file is in M-Files, the Explore M-Files function shows it in M-

Files. This makes it is easier to use other M-Files functions on the file.

Check Out . . .
The Check Out function converts a previously read-only document into an
editable document.
Note: If the document is edited in read-only mode, all changes are
lost when you Check Out the document.
Check In

The Check In function saves the edited document to the vault and closes it in
Microsoft Word.

Check In Changes . ) ) )
The Check In Changes function checks in your changes and immediately

checks out the document to you. This lets other vault users see your changes
but lets you continue to edit the document.

Undo Checkout )
The Undo Checkout function closes the current document and cancels the

checkout. If the Undo Checkout function is done on an edited document, all
changes made after the document was checked out are lost.

Note: It is not possible to use Undo Checkout on a single file of a
multi-file document. The function is also not available in the M-Files
menu.
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Compare ] _
With the standard Compare function, you can compare the content of the

current document to a previous version of the same document. The Compare
function opens the document version history where you can select a previous
version with which to compare the current one.

If the Advanced Document Compare feature is used in your vault, document
comparison operates differently. You can also compare the content to a
different document. For more information, see Comparing Document Content
with the Microsoft Word Ribbon.

' Note: Compare is available in Microsoft Word only.

Insert Property
See Add M-Files Property.

Properties . ]
The Properties function opens the document's metadata card. See also

Object Metadata.

In this chapter
¢ Add M-Files Property
Add M-Files Property

To add object metadata to the content of a Microsoft Word, Microsoft Excel, or Microsoft PowerPoint
document, click Insert Property in the M-Files tab. It is also possible to add an electronic signature
to a Microsoft Word document with the Insert property function. For more information, see Electronic
Signatures.

' Note: For Microsoft PowerPoint, the Insert Property function is available in versions 2016 and
2019, and in versions of Microsoft 365 Apps for enterprise that Microsoft supports.

By default, the metadata fields in a Microsoft Word, Microsoft Excel, or Microsoft PowerPoint document are
updated when someone opens the document in a Microsoft Office desktop application. It is also possible
to enable automatic updates for metadata fields on check-in. When this setting is enabled, the metadata
fields are updated when metadata is changed in M-Files. To enable this feature, tell your M-Files system
administrator to enable automatic updates for metadata fields.

Using Insert Property with document templates

The Insert Property function can be very helpful when you create document templates. Text fields or cells
in the template are automatically filled with the selected properties when a user creates a new document. If
a property does not have a value, the text fields or cells in the document templates stay empty.

To define an existing document as a document template in M-Files, use the Is template property. To
control which users can set documents as templates, see Property Definition Permissions. It is, however,
not necessary to set a document to be a template to add metadata to the document.

An M-Files property added into a Microsoft Word document shows as a text field, that turns gray when
clicked. In Microsoft Excel documents, M-Files properties show as cell formulas. Microsoft PowerPoint
documents show the properties as text areas.
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Example: Inserting M-Files Properties in Microsoft Word
1. Find a Microsoft Word document in M-Files.
2. Double-click the document and click Check Out.

The selected document is opened in Microsoft Word.

3. In Microsoft Word, place the cursor where you want the M-Files property to be added.
4. Open the M-Files ribbon and click Insert Property.

The Insert M-Files Property dialog is opened.

5. Click the name of a property.

6. Click OK to close the Insert M-Files Property dialog.

The value of the selected property is added to the selected location of the document.
Version History

M-Files keeps previous versions of objects. You can return to a previous version from the object history. To

open the History dialog, click the history icon () in the option ribbon of the object's metadata card.
When you create a document and check it in, the first version of the document is saved on the server.

When you check out the document, make changes, and check it back in, the second version of the
document is saved on the server. You can roll back to one of these document versions.

In the History dialog, the a@ icon identifies a previous version of the object. In this example, a Microsoft
Word document is shown. You cannot change the content or metadata of previous versions.

Add label to this version

You can add a label to an object version. The label is shown in the Version label column in the History
dialog.

To add a label to the selected object version:

1. Click Add Label to This Version.
2. Select a label from the drop-down menu.

To create a version label:

1. Click Add Label to This Version.
2. Click the arrowhead next to the drop-down menu.
3. Click New Value (Version label).

Clear this label from the other versions of the object

Only system administrators and users with the Full control of vault administrative permissions can use
this option.
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To remove the selected label from other object versions, enable Clear this version label from the other
versions of the object. For example, you can make sure that only one version of a contract has the label
"Approved".

Modify version details

With the Modify Version Details option, you can add one or more version labels to an object version and
add a comment that will show in the History dialog. These comments are also shown in the comments
view of the object's metadata card and in the comment history of the Comments function (see Object
Comments).

Roll back

In the History dialog, object versions are recorded from oldest to newest. You can restore old versions
with the Roll Back option.

When you do a rollback, M-Files uses the contents and metadata of the selected version to create a new
version of the object. Rollback does not have an effect on the versions in between. You can use the Roll
Back option only when the object is not checked out. Be careful when you roll back to an object version
that has a workflow state, because the workflow state can cause unwanted actions.

' Note: You must have the correct permissions for the object to restore a previous version of it.
If you roll back to a version where the permission settings and the metadata of the object are

changed, you must have change permissions and edit rights to the object. If only the metadata or
the contents of the object are changed, you must have edit rights to the object.

Compare selected documents
To compare document content:

1. Press and hold the Ctrl key and select two document versions.
2. Right-click a selected version and click Compare Selected Documents.

For more information, see Comparing Documents.

Version history and permissions

To see a previous version of an object, you must have have access rights to that version and to the latest
checked-in version.

Functions in AutoCAD

To make work with CAD drawings easy, users get access to the M-Files functions directly in Autodesk
AutoCAD. You can access the functions from the File menu or the M-Files menu.

M-Files functions in AutoCAD:

e Open from M-Files
e Save to M-Files

e Check Out

e Check In

e Undo Checkout
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These functions are not supported in AutoCAD LT. The supported AutoCAD versions are specified in the
M-Files Lifecycle Palicy.

For more information about these functions, see Functions in Microsoft Word, Microsoft Excel and
Microsoft PowerPoint .

Properties

See Properties.

Insert Field

With the Insert Field option, you can add M-Files metadata to drawings and AutoCAD fields. In AutoCAD,
you can find the M-Files metadata fields in the M-Files field category in the Field selection dialog. For
more information, see Add M-Files Property.

2.3.4. Object Relationships

You can create relationships between objects to link related documents. For example, an offer can contain
an offer document, a related price list, and a company brochure. Each object has a separate version
history and you can update them separately. Relationships do not create copies of linked objects but
establish references between them.

With relationships, you can specify metadata connections between objects the same way you do with

the metadata card. For example, you can link a customer with a document, which will then show in the
metadata of the object. Relationships added with the metadata card are also shown in the Relationships
dialog.

Tip: You can use the properties of a related object to create indirect views and searches or to
specify filter settings. For more information, see Indirect searches.

In this chapter

* Relationship Operations
¢ Relationships Between Objects in Separate Vaults
* Subobjects

Relationship Operations

In M-Files Desktop, right-click an object in the listing area and select Relationships to manage the
relationships of an object.

Adding Object Relationships
To add a relationship to the selected object:

1. Onthe Relationships From This Object or All Relationships tab, click Add Relationship.
2. Inthe Select Target Object dialog, select the target object.

o For a specific version, right-click an object and click History.

0 ’ Tip: You can also drag and drop objects from other windows to the Relationships
dialog to create many relationships at once.
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Click Open.

In the Define Relationship dialog, select one of these options:

Option Description

Latest version The relationship always points to the latest version of the target object.

Specific version The relationship points to the selected version of the target object. The
relationship does not show updates to the object.

Click OK.

In the Relationships dialog, click Close.

Editing Object Relationships

To edit a relationship of the selected object:

1.

2.

6.

7.

In the Relationships dialog, click Check Out.
On the Relationships From This Object or All Relationships tab, select the relationship.
Click Edit Relationship.

In the Relationship Properties dialog, select one of these options:

Option Description

Latest version The relationship always points to the latest version of the target object.

Specific version The relationship points to the selected version of the target object. The
relationship does not show updates to the object.

Click OK.
In the Relationships dialog, click Check In.

Click Close.

Removing Object Relationships

To remove a relationship of the selected object:

1.

2.

6.

In the Relationships dialog, click Check Out.

On the Relationships From This Object or All Relationships tab, select the relationship.
Click Remove Relationship.

In the confirmation dialog that is opened, click Yes.

In the Relationships dialog, click Check In.

Click Close.

Relationships Between Objects in Separate Vaults

You can also create a relationship between objects that are saved to two different vaults. The objects are
not exported from one vault to the other but a link is created between them. To create the relationship, drag
an object from one vault to the other or use the Relationships function.
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The relationship between the two objects is shown as a shortcut. When you double-click the shortcut, M-
Files shows the actual object in a new window. When you select the shortcut, you can see some of the
related object's metadata and a link to the object in the target vault. You can also rename the shortcut. This
does not change the name of the original object or cause any conflicts between the vaults.

Note: If you have problems with the creation of relationships between vaults, contact your system
admin to make sure that the metadata definitions of the object types are matched between vaults.

Shortcut permissions

The shortcuts have their own permissions. By default, M-Files uses permissions for a new object in the
vault that you are currently logged in.

Shortcuts created with synchronization

When data is synchronized between vaults, sometimes the metadata of the imported objects creates
shortcuts. For example, if a document related to a project is imported without the project, M-Files creates a
shortcut for the project in the target vault. This shortcut is now a link to the object in the source vault.

Subobjects

In addition to relationships, objects can also have subobjects. For example, a customer object can have
a contact person as a subobject. Object types and the relationships between them are specified by the
system administrator in M-Files Admin. The Ctrl + J shortcut shows the object's subobjects and lets you
edit and remove them. You can add a new contact person directly from the vault with the Subobjects
option.

2.3.5. Document Collections
A document collection is a set of related documents. Unlike a multi-file document, each member of a

document collection is independent and has its own metadata. Also the document collection has its own
metadata. In a multi-file document, all files share the same metadata.

In this chapter

¢ Creating Document Collections
* Managing Document Collections

Creating Document Collections

To create a document collection:

1. In M-Files, click the Create button.
2. Select Document collection.

o If this object type is not shown in the context menu, click an empty area in the listing area and
select Create > Document collection.

The New - Document Collection dialog is opened.

3. Select a class and click Next.

4. Optional: Select a template.
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5. Fill in the necessary metadata.

6. Click Create.

The document collection is created. Next, you can add document collection members.

Managing Document Collections

Right-click a document collection in the listing area and select Collection Members to open the document
collection and manage its content.

Adding Document Collection Members
To add a document collection member:

1. Inthe Collection Members dialog, click Add.

o Tip: You can also drag and drop objects from other windows to the Collection
Members dialog to add many document collection members at once.

The Select Member Object dialog is opened.

2. Find and select the object that you want to add to the document collection.

3. Click Open.
4. In the Define Membership dialog, select one of these options:
Option Description
Latest version The relationship always points to the latest version of the target object.
Specific version The relationship points to the selected version of the target object. The
relationship do