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1. OVERVIEW

This document describes the new features and enhancements made to the FileHold 09
release.

2. OFFICIAL LOGO FOR FILEHOLD 12

The official logo was decided on as a multiple choice vote by the members of the FileHold
management team. The logo will be used on the FileHold website or any marketing
documentation relating to the release of the product. The logo is not included in the GUI of the
applications (FDA or Web Client) or the installers.

The logo is as follows:

< Hold /-

3. NEW FEATURES AND ENHANCEMENTS

The new features and enhancements described in the following sections contain mostly those
relating to end user features since back-end changes are not seen by your typical user.

3.1. SYSTEM REQUIREMENTS
There are added system requirements for FileHold 12.
3.1.1. Application Server Requirements

Existing installations only:
e Windows 2003 SP2 Standard and Enterprise Edition Server (32 bit and 64 bit) with IS 6

¢ Windows 2003 R2 Standard and Enterprise Edition Server (32 bit and 64 bit) with IS with
SP2 (if applicable)

New installations only:
e Windows 2008 Standard and Enterprise Edition Server (64 bit) with 1IS 7
e Windows 2008 R2 Standard and Enterprise Edition Server (64 bit) with IS 7

3.1.2. Database Server

e SQL Server 2005 SP2 Enterprise (32 bit)

e SQL Server 2005 SP2 Standard (32 bit and 64 bit)
e SQL Server 2005 Express (32 bit)

e SQL Server 2008 (64 bit)
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e SQL Server 2008 R2 (64 bit)
e SQL Server 2008 Express (64 bit)

3.1.3. Web Browser Support

e Internet Explorer 7.x, 8.x and 9.x (32 bit and 64 bit)
¢ Mozilla FireFox 3.5+

e Safari 5.1 (tested on Windows only)

e Google Chrome 8.x+

With to the addition of the Safari browser, there is a new behavior for all web browsers when
using the Back button. The default number of web pages to be kept in any (IE, FF, Safari,
Chrome) browser’'s memory is five. If you try to click Back more than 5 times and then attempt
to perform a function, you will receive a message that you need to repeat the last operation.
The default amount of time that the web pages are cached is set to 15 minutes. The default
values can be configured in the web.config file.

3.1.4. FDA Operating System

e  Windows XP SP3 (32 bit)
e Windows Vista SP2 (32 bit and 64 bit) — Top 3 editions
e Windows 7 SP1 (32 bit and 64 bit) — Top 3 editions

3.1.5. Microsoft Office Support

e Microsoft Office Professional 2003 (Outlook, Word, Excel, PowerPoint, Visio)
e Microsoft Office Professional 2007 (Outlook, Word, Excel, PowerPoint, Visio)

e Microsoft Office Professional 2010 (Outlook, Word, Excel, PowerPoint, Visio, OneNote)
3.1.6. Microsoft SharePoint Support

e Microsoft Office SharePoint Server 2007 (32 bit and 64 bit)

e Microsoft Windows SharePoint Services 3.0 (32 bit and 64 bit)
¢ Microsoft Office SharePoint Server 2010 (64 bit)

e Microsoft SharePoint Foundation 2010 (64 bit)

3.2. LIBRARY ADMINISTRATION FUNCTIONS IN FDA

Selected Library Administration functions from the Web Client have been added into the
FileHold Desktop Application (FDA) in order to make certain features more accessible for
administrators without having the need to leave FDA and log into the Web Client.

The Library Administration features added to the FDA include:

e Schema management — Schemas, Metadata fields, events and document and version
control number fields

e  Workflow — Workflow templates and the Workflow Status Report.

These functions work fairly similarly to the original Web Client functions. Any differences will be
noted in this document.
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3.2.1. Schema Management

The schema management functions are accessed in FDA using the menu bar Administration
> Manage Schemas.

You can perform the following schema functions:
e Manage document schemas
e Manage metadata fields
e Manage control fields

e Manage event schedules

File  %iew  Tools | Administration | Help

Libirary &dministration
Systern Adrninistration

g g o L User & Group Managernent  »

"&; My FileHold

T h Sch 3

\g Reviews & Appro GliEIESE SElETES | Docurnent Schernas
B Recent Folders W orkflowys r Metadata Fields
‘p ssarch Control Fields
[-{5]0 Wirtual Folders

B Library Ewvernts

In the Schema Management window, you can edit an existing value by clicking on the name or
create a new one using the Add button (+). You can edit an existing schema by clicking on the
schema name.

Schernas Management IE'
0 | 1) = = d

ot

al I MH3IU

Mame a0 Tvpe Description Lask Modified

Compliant? Electronic Document 6f2[2011 1:45:56 PM x
Inventories Electronic Document Sl2a/2011 10:57:09 AM x
Martgage Electronic Document Sr2af2011 10:57:09 AM x
Mokes Electronic Document Sl2a/2011 10:57:08 AM x
Submission Date Electronic Document Sr2af2011 10:57:09 AM x
Tes Schema Far Archiving Electronic Document 6f2/2011 5:28:04 PM x
URL Address Electronic Document Sr2af2011 10:57:09 AM x
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In the Metadata Fields Management window, you can edit an existing value by clicking on the
name or create a new one using the Add button (+). You can edit an existing metadata field by

clicking on the field name.

EoR

Global List of All Metadata Fields

all

Tarne A Twpe Schemas Used In Last Modified
Compliant? Checkbox Compliant? S/28/2011 105707 AM
Inwentories Mumber  Inventories S/28/2011 105707 AM
MMortgage Amount Currency  Morkgage, Tes Schema for Archiving S/28/2011 105707 AM
Mokes Texk Motes, Tes Schema for Archiving S/2812011 105708 AM
Submission Date Date Submission Dake S/2812011 105708 AM
URL Address Ll URL Address S/2812011 105708 AM

In the Document/Version Control Fields Management window, you can edit an existing value
by clicking on the name or create a new one using the Add button (+). You can edit an existing

control field by clicking on the name.

Global List of Document / Yersion Control Fields

Tarne a Type Schemas Used In Last Madified

In the Events Management window, you can edit an existing value by clicking on the name or
create a new one using the Add button (+). You can edit an existing event by clicking on the

name.

Global List of Events

Tarme a Type achemas Used In Lask Modified

Archive in 1 Day Archive  Tes Schema for Archiving 6f2[2011 5:26:27 PM

3.2.2. Workflow Library Administration Functions

The workflow management functions are accessed in FDA using the menu bar Administration
> Workflows.
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File  Wiew  Tools | Administration | Help

Library &dministration

Library

Systern Adrninistration

1 User & Group Managerment
& My FileHold
F h Sch »
@ Reviews & Appro anage =chemas
=7 Recent Folders | Mifarkflaws » | Status Report
47 Search Templates
1-£=50 wirtual Folders

In the Workflow Template window, you can edit an existing template by clicking the name or
create a new one by clicking the Add button (+). Edit an existing workflow template by clicking
on the name.

Warkflow Templates Managerment = @

workflowe Template Mame o Ackivities Description achemas Used In Lask Modified

ExecutiveR eview Review, Appr... Carnpliant? 6f2f2011 1:39:19 PM x

The Workflow Status Report can be run and exported from FDA. When exporting the report,
you can choose to export only the workflow or you can include both the workflows and the
tasks. The report can be exported to CSV or HTML. Further enhancements have been made to
the Workflow Status Report which can be read in the Workflow Improvements section.

Qj Cancel Workflow Clear Cancelled  Clear Comnpleted  Override Taskfactivity Delegate Task  Print | Export

Reviews B Approvals Status Report Export Workflows to C3v
ExportWorkflows & Tasks to CEW

D Togress hd Export Report to HTML Docurnent
[ completed EBetween 0 % and 100 s
[[] pate Started From  8f2sfz011 [Ev  To  gjzsfzonn [H+
[] Due Date From  gf25/2011 [E~ To gjesfeott @~

D Document Mame Contains

[ ‘warkflaw Mame Contains

[T ritiater is Alfonso ipad -
Apply Filker

Document Name - Yer Workflow Initiator Started Due Completed Approved
] @'__] Amplifon End User Training 1 P Approval Renes Sauve alz4fzotl 9f1/zotl 0% View details
B ] aRMA Mesting Notes 1 Calendar Workflow  Basie Pie 8/23i2011 8j26/2011 0% iew details
] @l__] Elog - calendar 1 Calendar wWorkflow  Renes Sauve g/10/2011 8/14/2011 33% Yiew details
3 fiu] Views details
Activity Type Task Participant On Behalf of Comments Attachments Started Due Completed Approved
1 Review 1 Basie Pie ok gfi0fzoll gf11/2011 8/23/2011 Reviewed
1 Rewvisw 2 Deborah Dixon 8/10fz011 112011
] Z Encon_FenefitBookler 1 Invoice Approval  Renes Sauve afz4fzoll &fz7lz01t 0% Views details
] Z FhiOmatrixpdf 1 Calendar Worlkflow  Renes Sauve giiofzoll si14/z2011 25% View details
= D Mews Mindmap 1 Safari_Morkflow  AlFonso ipad gjesfzolt gfzrlanit Cancelled Cancelled Wiew details
= @ kst L Inwoice Approval  Renes Sauve giz4f2011 Bf27[2011 0% Wiew details
@ ] This is & test for blank date 1 Calendar Workflow Renes Sauve 8/10fz011 &f15/2011 3% Vievs details
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A report of only the workflows:

iy B © D E F €] H
1 |Document Mame et Workflow Initiator  Started  Due Complete Approved
2 husinessl 1 Executive Jacek Lipo 6/2/2011 &/3/2011 50%
3 Read-1st-FileHold_Systems_Win2008-x64hit-Server_ 1 Executive Jacek Lipo 6/2/2011 &/3/2011 25%
4 | Source Control Organization Document 1 Executive Jacek Lipo 6/2/2011 &/4/2011 0%
5 |Test TIFF and PD& 1 Executive Jacek Lipo 6/2/2011 &/4/2011 25%
A report of workflows and tasks:
| Iy | B C D E F G H
1 IDDcumEntI\JamE Jrer Wworkflow Initiator  Started  Due Complete &pproved
7 businessl 1 Executive Jacek Lipo €/2/2011 &/3/2011 50%
3 Read-1st-FileHaold_Systerms_Win2008-x64bit-Server_Preparation Version_6 14-Oct-2010 1 Executive Jacek Lipo 6/2/2011 £/3/2011 25%
4 |Spurce Control Organization Document 1 Executive lacek Lipo 6/2/2011 6/4/2011 0%
5 | Activity / Type f Task / Participant On Behalf of Comment Attachme Started  Due Complete spproved
3 1/ Review /1 / Jacek Lipowski 6/2/2011 67372011
7 | 1/Review/2/loey Siopongeo 6/2/2011 67372011
9 Test TIFF and PDA 1 Executive Jacek Lipo 6/2/2011 &/4/2011 25%

An example of an HTML version of the report is shown below. Note that to print the tasks within
a workflow, the workflow must be expanded in the Workflow Status Report results.

Workflow Status Report

Document Name Ver Workflow Initiator Started Due Completed Approved
Elog - calendar 1 Calendar Workf low Renes Save E02011 21212011 0%
On
Activity Type | Task Participant Bahal Comments Atachments Started Due Completed Ppproved
of
1 Review | 1 Basie Fie 2201
1 Review 2 Deborah Dixon an2011
Database For FileHold Express 1 Calendar Workf low Renee Sauve 102011 3152011 [EY
o 1 Calendar Workf low Renes Save 0201 21412011 0%
This is 3 test for blank date 1 Calendar Workf low Renes Sawve E02011 252011 0%

The Workflow Status Report can also be printed using the Print button.

Reviews & Approvals Status Report

(ﬁ Cancel workflow  Clear Cancelled  Clear Completed  Override Task/activity Delegate Task Print Export 71
[ Workflow Status Equals
[T Completed Between [ %and 100 *
[C] pate Started From  gfi7f01l [Ev To gh7fzonn B
[T bue Date From
= FileHold - Print ==
[] mocument Kame Contains
General | Options
[C] Workflow Rame Contains
Select Printer
[ tnitiakar is Beng Pef
% Add Printer =iFax
=Adobe PDF (redirected 1) 5 Fax (redirected 1)
=5 binary_pl on 102,168,498 (redirected 1) =0 Micrasoft XPS Documen ,
Document Name iator Startd
# [ businessl « e v k Lipawski &
® % Read-Lst-FileHold_Systems_Winj Status Ready [ Print 1o fle k Lipowski &/
= = Location
Activity Type  Task P lachments startef
1 Review 1 X Fage Range 6/:
1 Review 2 @ 4l Number of copies: 1 2 &:
@[] Test TIFF and FDA Selection Cunent Page k Lipowiski 6
©) Pages: 1 Collate
11 22| 313
Enter either a single page number or a single = 215 35
page range. For example, 51

3.3. SYSTEM ADMINISTRATION FUNCTIONS IN FDA

The User and Group Management functionality has been added to the FDA in order to make
certain features more accessible for administrators without having the need to leave FDA and
log into the Web Client.

November 2011
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FileHold

The System Administration features added to the FDA include:

Users

FileHold Groups

-

File  “iew  Tools

Library

Adrministration | Help

Libirary &dministration

Systern Adrninistration

User & Group Managernent 3 sers
Manage Schemas 4 FileHold Groups
Wiarkflous 3

The Users Management window allows you to:

e Addusers

e Add users to groups

e Search users

o Delete users

e Set a viewer license

e Enable an account

e Disable an account

e Set guaranteed user access
e View user properties

Users Management

4 98 G K

& 8y &

< |

I

In the Groups Management window, you can:

Add groups

Add members to groups

Al L B Q. 31
FileHold Accounts Enabled: 21 Remaining: 79 Total: 100
FileHold Cals Guaranteed: 1 Shared: 99 Taotal: 100
Enterprise Office Viewer Licenses Assigned: 0 Remaining: 100 Total: 100
Enterprise Office Viewer With CAD Support Licenses Assigned: 0 Remaining: 100 Total: 100
Enterprise Office Viewer (Enginesring Edition) Licenses Assigned: 1 Remaining: 99 Total: 100
PDF/Image Yiewer Licenses Assigned: 1 Remaining: 99 Total: 100
Guest User Sessions Avalable: 100
FileHold SP Client Sessions Available: 0

Mame 4 FileHold Account Guaranteed Access Viewer License Sou +
08 Beng Penamante Foabled Bl Mo Wiewer DCZ‘E‘
18 acek Lipiy: Dizablclhilehioldlgeeaunt Enterprise Office Viewer (Engineeting Edition) DCZ2—
|:| 3 Joey Siopan) Guaranteellsergeeezs Mo Yiewer 2
8 gat fanerics Mo Yiewer nc2
18 qatn Enabled Mo Mo Viewer pCz
8 aqni1 Enabled Mo Mo Viewer bcz _
=1 _a - - P ——

3

€ FileHold
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3.4.

e Delete groups

e View group properties

Groups Management m@
o1d Groun -
ot
FileHold Group Name 4 Role Description Last Modified
Cahinet A 2dd Member et Administration 5/2812011 5:57:05 PM
Docurmnent Delete ent. Publisher & Delete 5/za/z011 5:57:05 PM
Dacurment Properties ent: Publisher 5282011 5:57:06 PM
Editors roomsher & Deleke 5/28/2011 5:57:06 PM
Guest Users Guesk Usar gj2gf2011 55706 PM
Library Administrators Library Administration 512812011 5:57:06 PM
Organizers Organizer 512812011 5:57:06 PM
Organizers & Delete Organizer & Delete 512812011 5:57:06 PM
Fublishers Publisher 512812011 5:57:06 PM
Fead Only Fead Only 5/za/z011 5:57:06 PM
Seniar Library Administrators Seniar Library Administration 5/za/2011 5:143:17 PM
Syskem Administrators Syskem Administration 6/14/2011 £:18:40 PM

All of the administration functions in FDA are performed almost exactly as they are in the Web
Client.

FILEHOLD PDF/IMAGE VIEWER
A new viewer, called the PDF/Image viewer, is available that supports the following file
formats:

e PDF

e TIFF (single or multi-page)

¢ Image files (jpg, png, gif, bmp)

Both the traditional Brava viewer and the Simple viewer are available for purchase with
FileHold 12. If the Brava viewer is purchased, customers will also receive the PDF/Image
viewer at no additional cost.

If a viewer license is assigned to the user, the Document Viewer icon can be used with both
the Brava viewer and the PDF/Image viewer in FDA. If a user is assigned a Brava viewer
license, they can also use the PDF/Image viewer with the Brava viewer being the default
viewer. If a user is assigned a PDF/Image viewer license then they will only be able to use the
viewer for documents with the file extensions listed above.

You can assign the user a license in System Administration > Users > Set Viewer License.

Specify a Viewer License for the Selected User(s)

Specify a viewer License for these user acncunt(s)l AViewer |5 Not Licensed For This User —

i AViewer |s Not Licensed For This User
Enterprize Office Viewer
Enterprize Office Viewer With CAD Support :l
||

Enterprize Office Viewer (Engineering Edition)
[l FOF/image Viewer
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With the PDF/Image viewer you can:

Op

en documents in FileHold or from your local computer.

Open multiple documents at a time. Each file is shown on a separate tab. This
capability was also added to the Brava Viewer.

Reorganize pages of a PDF or multi-page TIFF image.

Append an image to the current image file.

Append a TIFF file (single or multi-page) to another TIFF file.

Insert an image from one image file to another image file using drag and drop.

De

lete pages.

Select multiple pages of the document.

Saved the altered document to FileHold or to your local machine as a PDF, JPEG, or
TIFF only.

Print the document.

Undock the viewer so it is in its own window.

View thumbnails of a multi-page document.

A sample of a multi-page TIFF file:

£ SampleMortgageTiff e =]
File  Edit
(= = W 4 » M 2of1l Q@[3 -3
-
Uniform Residential Loan Application
This appiicalion is dasigned ta ba complated by the appcant(s) with the Lenders asalstance, Appicants shewid sompiats this form a8 “Rorrowar” or ~Co-Bomower, as E
appicable. Co-Bomower information must aiso ba previded! (and the approprists biv checknd) whan (W the incoma o asssts of @ person other than the “Bermower
~ s spouse) d e & bash for loan g ltha ncarme or sxsets of tha Bormowsr's spouss will net ba Lsed a3 & basis for oan
qualication, but s o her fabitles must be considersd bacauss the Barroywar resides in 8 comemuniy praperty state, tha sscuriy preprty i bacalad In 8 community
propesty state, o the Bormowes is relying on oiher property located in & commun®y property state as & basis for repayment of tha h‘n
T 1. TYPE OF MORTGAGE AND TERMS OF LOAN
Morgage  LIVA Commnlicral L Othar (mxpiam). [Rgency Case Number Londer Case Number -
apphed for: T1Fva I usoamum!
Housing Sandca
Temaunt ‘Iumrm Fale o cfMerihe  JAmortization E":;-.q Rate Cotbar ey T
3 181,500 | 4600 %| 380780 Type: GPM ARM {ype): 311
{ I PROPERTY INFORMATION AND PURPOSE OF LOAN 1
Subject Proparty Addrnas {sirest, city, siale. ZIF) Fia. of Units
€41 E Pine Street, Trevose, PA 19053  County: Bucks 1
Legal Cascripiion of Subject Propany (amech description ¥ necessary) [Voar Bui
sfd L
1962
Purpess of Lean ] Purchase Bmm T T O fapiiny; Propedty wilbe. -
] Refinance ] Caorstruction-Parmanent Primary Realdance [_] Secendury Rasidence {invastment
Compliete this line (F fon or con foen. -
Yaar Lot |Original Cost Amaunt Extsfing Lsns {3} Prasant Vatua of Lot (8] Cost of Impeovemants | Tetal (a+b)
s s s 3 |s
Complete this line IF thia Is = refinance foam. -
I:'q:-w [Criginal Cost iAmmmt Existing Liens  |Purposs of Aefrance | Daseribe improvements I made [ Jta ba mads
w3 152,000 3 140,000 ' Cash-Outitther |Cost § -
: = e -
1003 1008 = oM ASET
LULUE uan nn (L)
1 2 3 4 5 & 7 g 9 10
4 | i b

< Hold
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A sample of a PDF file:

HS 9K 4 » N 1ofdy @ @& wi% - |[3 |

€ FileHold

Document & Record Lifecycle Software

FiLEHoLD 12 NeEw FEATURES GUIDE

VERSION 12
. = —_— | £
_____ e Hoki o SaEEes -_ - —
EE =© — _—
1 2 3 4 5 3 7 a 9
Q) — r

A sample of the multiple documents on separate tabs and the menu items for a PDF file on a
tab.

hiomatric €| €

File

Multi-documents on tabs

Open.., Ctrl+0

ReorderIrmages..

Close File

e <——-——_ Menu items for

Publishto PDF...  Ctrl+S PDF
Save Page As..,

on Fi

Revert Changes

Prirt... Ctrl+P

November 2011 Q FileHold 10



FileHold 12 New Features FileHold

A sample of the multiple documents on separate tabs and the menu items for an image file on

a tab.

fh10matriz e ki 9|

File | Edit
Qpen... Ctrl+0 L
Il RearderImages.., -afff— Menu options for a jpg file
Close File
Append Image..

Publish to TIFF... Ctrl+S |
Sawve Page As..,

Rewvert Changes \

Print... Ctrl+P

3.5. MY FILEHOLD CALENDAR

The Calendar is shown in the My FileHold area of the Library tree in the FileHold Desktop
Application (FDA). The Calendar is not available in the Web Client.

- My FileHold

----- 7 My Favorites

----- [ Checked Qut Documents
----- [ Document Alerts

----- [ pocument Reminders

11 ® Hold November 2011



FileHold FileHold 12 New Features

The Calendar can be viewed by the Month, Week, Day, or today (current date). You can also
scroll through the months, weeks, days, and years using the scroll arrows ## = Click
Today to bring you back to the current date (today’s date).

Calendar
Month | Week Day Today = = August, 2011

IMonday Tuesday wednesday Thursday Friday Saturday Sunday
1 2 3 4 5 5] 7
g 9 10 11 12 13 14

| 1 reminder _'| "W']

15 16 17 15 19 20 21

£ everks )| | 1 reminder |
2z 23 24 25 26 27 5

[_. 2 basks _ 2 reminders {2} I 2 tasks (2) j 1 reminder I 1 reminder
[ 1 reminder ) [ 1 reminder )

29 30 31 1 2 o 4
| 1 reminder | 1 reminder ! 1 reminder )

The calendar displays the following:

e Active, overdue, and completed workflow tasks.

« Completed tasks are in a light green background. A S

e Due tasks are in a green background with bold text and then number of tasks due in
2 tasks {2) j

p
brackets. *

e Overdue tasks are shown in red with bold text and the number of overdue tasks in
brackets. A task is considered overdue the day after the task is due.

_ Note that this shows that there is only one task overdue but two

tasks were due on that day. Only one task was completed.

e Past, current, and future reminders. The Reminders listed in the My Reminders view are
considered current.

o Displayed in cyan background. Active reminders that have not been marked as red
are bolded with the number of active reminders listed in brackets ().

[ 2 reminders (2}

e Active reminders that have been marked as read will be unbolded. Only the current
days’ reminders are considered active. Lapsed and future reminders are not active.

( 1 reminder ]

e Scheduled events when the Include Events button is selected. Only users with Library
Administrators roles and above can access this feature. Events are for when documents
are set to be archived, converted to a record, or disposed.

o Displayed in yellow background.
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3.6.

3.6.1.

You can click on a day in the Month or Week view to see the details for the day:

Manth ‘Week Today = = June 21, 2011 Include Events

Tuesday
21

Review: fhl0matrix

Reminder: hi

You can also click on a task or a reminder in the Day view to open the document in the My
Tasks view for tasks or in the My Document Reminders View for reminders.

EXPORTING DOCUMENTS IN FDA

You can export documents from a cabinet, drawer, folder groups, or folders using the Export
function. You can also export one or more documents from within a folder. Once the Export
command is selected, you can select where you want to export the documents such as your
local computer or network location.

The documents are exported with an XML file and a folder of the documents in their native
format. The XML file stores the metadata, schema name, and library location of all the selected
documents in FileHold compatible format. This allows for the easy importation of the
documents back into the document management system. For example, if you are exporting
documents out of a demo system and importing them back into a production system.

Exporting can be done by users with a Document Publisher role or higher if they have access
to them.

o L e
= Trairing and Suppart
(-2 FileHold 12
D Alfonso
[ Auto-nitiate
[ Forms
L] Tom's Open Folder
~FH Library Archive Search

Properties

Set Default Wiew
Alert be of Changes
Mowe Folder

Copy Falder

Delete Falder

Clane Folder
Srchive Folder

Export

Exporting Offline Documents

When converting documents to offline documents, you can select to export the files or destroy
the files. Once the documents are exported, the documents are converted to offline. You can
only convert documents to offline if you are a Library Administrator or higher.

13
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3.7.

3.8.

3.8.1.

Conwvert To Offline & Export @
Howy weould you like to conwert selected docurnentis) 7

@ Conwvert ta Offline and Destray Files

() Corweert to Offline and Expart Files

[ Ok ][ Cancel ]

An XML file storing the metadata of all the selected documents in FileHold compatible format
will be stored in the export location. This allows for the importation of the documents back into
the document management system.

DOWNLOADING DOCUMENTS TO A FOLDER
The contextual Send to > Local Folder command can be used to download one or more
documents to a location that can be selected.

This differs from the Get a Copy command as getting a copy downloads the documents
automatically to the My FileHold Documents location.

* e =
© @ multipa Open ma for Property Extraction o
® 7—__\ Single p) Opernin PDFImage Wiewer brias 0
© @ This is & Open to Reorder Pages/Images perties Extraction 0
L] ﬁi] This is & bakelallocallCony perties Extraction o

Check Cut This Document
Metadata & File Properties

Wiew Linked Docurnents

Send to 4 | Document Tray

Publish As 4 Wirtual Folder

Motify me 4 | Local Folder ||
Copy or Mowe Export

NOTE: As a reminder, you can also download and zip up multiple documents using the
Download as Zip File command. The zipped file is automatically downloaded to My FileHold
Document folder.

MANAGE IMPORTS TOOL

There are several enhancements to the Manage Imports tool.

e Sharing Imports and Inboxes — Shares imports of documents and the contents of the
FileHold Inbox between users with differing Windows user accounts.

¢ Moving imported files — Files that have been imported can be moved to another location on
your computer or network.

Shared Imports

Shared Imports can be used when 2 or more users share a local computer and have differing
Windows user accounts. When Shared Imports is enabled, any documents that are imported
into FileHold will be seen in the Inbox of all Windows users of the local computer. This allows
different users to file the documents after they have been imported into FileHold or to alternate
importing duties.

November 2011 L Hold 14
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In older versions of FileHold, the imported documents in the Inbox could only be viewed by one
local user, in other words, they could not be seen by other users that have logged on to the
computer. In FileHold 12, all Windows users of the same computer can share imports but each
user must have a valid FileHold account.

For example, User Mary and User John both work at a scanning station on the same computer
during various times each day. Each user has a separate Windows user accounts that they use
to log into the scanning station. User Mary logs into the computer with her user account and
scans a bunch of documents. These documents are imported into FileHold using the Import
tool. User Mary then logs off the computer. User John then logs into the computer using his
Windows user account. He opens FileHold. The imported files that User Mary scanned in are in
his Inbox and can now be filed into the Library. John can then continue scanning and filing.
Note that User Mary will need to share her Inbox for User John to see them.

To enable Shared Imports in FDA, go to Tools > Manage Imports. The Share this import
with other users check box is selected by default.

Properties of Mew Document Import - General @
General Field Mapping I Database Lookup I Auta-Filing
.@l
Impart Mame
-
Drescription
Select folder containing Import File Browse

Retriese XML Fields

Share this import with ather users

Job Automation Settings
[T “watch For new Files to be imported and automatically tag and bring them inko the Inbasx
[7] Delete input Files after they have been successFully added to the FileHold Library

[ Move input files to selected Folder: Browse

ak I I Lpply I { Cancel

15
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You can set whether you want to share your Inbox in the FDA Connection Options window.

Connection Options for renee
Logon Settings
[ Automatically run FileHold application when T lagan ko Windaws
[ Automatically logon ko FileHald Library when Desktop Application starks

[ Remain logged in even if no activity is performed

() Always prompt For credentials
) Use my windows account username and password to logon
@ Use the Following username and password o logon
Username renee
Password LLTTTITTTY

Password (confirm)  esesssssss

(X8

Diefaul daormain [DCZDDS v] [ Refrash

FileHold Server Settings

FileHold Server URL  http:/f192.168.4.111/FH/FileHold

Mazimum simultaneous transfers (1

[ Share my Inbox with ather users

[ Test URL ][ Test Lagon ] [ 0K ][ Cancel

If you change this setting, it won’t take effect until you log off and then log back in.

3.8.2. Moving Imported Files

After files have been imported into FileHold, they can be moved from the file location from
which they were imported from to another location on the local computer or network. If a file
with the same name exists in the destination folder, a unique number will be appended to the

file name.

NOTE: This option cannot be used in conjunction with the Delete input files after they have
been successfully added to the FileHold Library check box.

To move imported files to a location on a local computer, select the Move input files to
selected folder check box in the Tools > Manage Imports Tool > General tab.

November 2011
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3.9.

3.9.1.

Properties of Import Tool - General @

General Figld Mapping Databas

FileHald - Browse For Falder @

Please select destination folder -

Import Mame

Bl Desktop
4 Libraries L

Description > B Renee Sauve
> 1M Camputer

Select folder containing Import > G"; Metwark
> @ Control Panel

&/ Recycle Bin
Share this impart with ather|
Job Automation Settings Make Mew Folder ] [ K J [ pm—

[T “ateh For new Files ko be i

Delete input files after they have been successfully added to the FileHold Library

Move input files to selected Falder: Browse

[ 0K ] [ Apply ] [ Cancel

EXTRACTING METADATA FROM EMAIL HEADERS, FILE PROPERTIES, AND
MICROSOFT WORD FORMS

A new Extraction Rules tool has been created in order to manage the extraction of metadata
from Microsoft Office Outlook msg files, file properties of any file type, and Microsoft Office

Word forms. Extraction rules only accessible in FDA by Library Administrators or higher
permissions.

To access the extraction rules, go to Tools > Extraction Rules.

List of Extraction Rules @

0 actio Add Email Headers Rule N Add File Properties Rule ¥ Add XML Nodes Rule |

Mame Twpe Extensions Description Document Schema  Enabled

Extracting Email Headers

You can automatically extract email header information (To, From, CC, Subject, and Date) into
metadata fields when an extraction rule is set. Extraction rules for email will only extract

17
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3.9.2.

Microsoft Outlook msg files. The configuration for the extraction of Microsoft Outlook email
metadata has been removed from the Library Administration > General Settings area to a
new Extraction Rules window. The email extraction configuration settings in FileHold 09 will be
automatically imported into the Email Headers Rule in FileHold 12 when you are upgraded.

You need to create an Email schema with associated metadata fields in order to map the
header information. In addition to the To, From, CC, and Subject fields, you can now add a
metadata field to capture the Attachments on the email as well.

Once the Email schema is created you can create the Email Headers Rule and map the
schema and metadata fields.

Go to Tools > Extraction Rules > Add Email Headers Rule. Select the Email schema name
from the Document Schema field and map the corresponding fields.

Email Headers Rule @
hame: Email Extraction Rule
Exkensions: msg
Description: -

Fule is enabled

Documnent Schema: |Emai| Extraction j

Source Field Destination Metadata Field

Attachments Maps To  Attachments {email)

als Maps To CC (email)

o]
[ ]
From (Lo | MapsTo  From (emai
[ ]
=

Subject Maps To Subject {email)

Ta Maps To  To (email)

Ok ] [ Caneel

Extracting File Properties

The properties of a file can be extracted into metadata fields for a schema. The file properties
are taken from the Details tab of the file properties which can be viewed from Microsoft
Windows Explorer. These properties may vary for each file type and in operating systems such
as Windows XP or Windows 7.
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.7 ExpenseReport Properties @

| General I Security| Dietails | Previous Yersions

Property Walue
Description

Title

Subject

Tags

m

Categories
Comments

Crigin

Rei Ve
Last zaved by Renee Sauve n
Revision number

“Wersion number

Program name  Microzoft Excel

Company Microzoft Corporation

tanager

Content created  10/26/2000 5:30 PM

Date last saved  B/21/2011 3:20 &M

Last printed 8/22/200311:47 AM

Cnntent

Eemove Properties and Personal Information

Since all file types have file properties, you can extract metadata from any type of file. When
creating extraction rules for files, you can create an extraction rule for each type of file that you
want to extract data from. For example, you can set a separate rule for a docx, xIsx, pdf, jpg,
tiff, and so on. You can create several extraction rules per file extension; however, only one
extraction rule per file extension can be enabled at a time.

To create an extraction rule, go to Tools > Extraction Rules > Add File Properties Rule.

When creating a file properties rule you will need to select a document template. The
document template used will determine the type of file property extraction rule created; it is
dependent on the file type such as a docx, xIsx, pdf, jpg.

You will need to assign a document schema to the rule. When a document of that type is
added to FileHold using that schema then the file properties will be automatically extracted.

In the example below, an extraction rule was created for a Microsoft Excel file (xIsx) file type
using the File Properties Extraction schema. The file properties values were then mapped to
the metadata fields.

19
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File Properties Rule

Marme:
Extensions:

Drescriphion:

Source Field
Cninier

Mame
Date created

Tvpe

Zvent Budget - File Properties Extraction

xlsx

extraction of file properties metadata

] - This version is Checked In
[=] @)
- w Metadata
Select File Property
Mame Yalue Il
---- Nong -
Attributes 32
Computer WINF-ENTAE40FF10

Date accessed

Document Schema:

File Properties Extraction j

L, Date created
/ Date modified

Destination Metadat;

612412011 4:34:34 PM
612112011 4:20:45 PM
6124/2011 4:34:36 PM

m

Filename EventBudgetl.xlsx
Faold My D s (T
E Maps To  Company (File progerties) oder ¥ Documents (C:\Usersirense)
Falder narne My Documents
E Ngos To Author (e Properties) Falder path CiiUsersirenseiMy Dacurnents
Item bype s
E SybfiectiMeproperties) Kind document |4
t—Mame EwventBudgetl. xlsx
E g i TTe properties) T owner DC2008\renee
Path CiUsersireneeiMy DocumentsiEve.. .
E Maps To  Creation date (file propertig Perceived typs G ! b i !
E Maps To  Categoaries (file properties) Shared False =
[I] Maps To  Comments (file properties) [ OK ] [ Cancel ]
Comments {file properties)
[ [0]4 ] [ Cancel ]

When the xIsx file is added to FileHold, the metadata that has been mapped in the rule is
automatically extracted.

Metadata & File Properties ®

ExpenseReport
This wersion is Checked In

-

Metadata

Type of Document *
|Fi\e Properties Extraction j

Format of Document *

[Electronic Document ']

Document Name *
ExpenseReport

Company (file properties)

Author (file properties)
DC2008\renee

Subject (file properties)

Title {file properties)
ExpenseReport.xlsx

Creation date {file properties)

[¥] 21-08-2011 B~

Categories (file properties)
Microsoft Excel Worksheet

Comments (file properties)

NOTE: There is an issue when extracting file properties into metadata fields in Microsoft Office
applications. Since Microsoft Office saves files as a temp file when you are working on
documents within the application, any file properties related to the file name, location, or file
type cannot be extracted using the FileHold toolbar. You will need to save the document, close
it, and add the document from the FileHold Desktop Application (FDA) or Web Client.
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3.9.3.

Extraction of XML Content Controls from Microsoft Word Forms

In FileHold 12, you can now create a “XML Node Extraction Rule” for a Microsoft Word
document (or e-Form) that has content controls. After the document has been properly
configured, the values in the content controls can be extracted into the metadata fields when
the e-Form is added to FileHold.

Customer Marme Bill Jones
Microsoft Office Word Customer Number 12443
(2010) form created Address 443 Princess St. MNew Westminster BC
with Developer Tools Date of Sale Thursday, August 25, 2011

Is current customer )

Customer support level Silver

Customer Information Form

Metadata is automatically
extracted from the Microsoft
Office Word form when the

extraction rule is applied

XML Node Extraction Rule in FileHold Applied

Metadata & File Properties

Customer Information Form

This version is Checked In

w Metadata

Type of Document *
‘Custumer Information Farm j

Format of Document *

[Electrunic Document ']

Document Name *

Customer Infarmation Farm

Customer Name

Eill Jones

Customer Number
12443

Address

443 Princess St Mew Westminster BC -
Date of Sale

08/25(2011 [Tk
Is current customer?
True

Customer Support Level

‘Silver j

Using Microsoft Word 2007 or higher, you can create forms using the content controls available
in Microsoft Word developer mode. FileHold will be offering form creation as a professional
service for a charge when FileHold 12 is released.

Once a Word form has been created, the XML nodes mapped, and the extraction rule in
FileHold added, the form can be used as a template available for download in FileHold. Users
will get a copy of the form, fill out the form, save the form as a new file and add it to FileHold.
When the form is added to FileHold, the mapped fields on the form will be automatically
extracted to the metadata fields.
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The process for extracting Microsoft Word content control values in the e-Form into the

metadata fields is shown below. In the first step, the e-Form containing content controls needs

to be created in Microsoft Word.

1. Create form in Microsoft
Word using Developer Tools

unique “namespace”

2. Use Content Control
o | Toolkit to map XML “nodes”

3. Create XML Extraction

7| to form fields. Ensure it has a

A

Rule in FileHold using

4. Upload MS form to

mapped MS Word form

FileHold repository

A

5. Download a copy of the
form, fill out the form, and
add to FileHold. The mapped
form fields will be extracted
into the metadata fields.

The following is a sample of a simple Microsoft Word 2010 form with text box controls, date
control, check box control, and drop down menu control.

tustom erinfarmationForm9)

CustomerMarmes Click-heretoentertext.s
CustomerMumbers Click-heretoentertexts
Addressd Click-heretoentertexts

Date-of Saled

Click-heretoenteradate.d

|s.currentcustomers

O=

Customersupportlevelds

Choose-anviterm.d

1

Once a form is created in Word, use the Word 2007 Content Control Toolkit to map the

E = R

controls on the form to the custom XML parts. The free toolkit is made by Microsoft, is actively
supported and available for download here: http://dbe.codeplex.com/

You will need to open the Word form in the Content Control Toolkit. In the Content Control
Toolkit, you will need to bind the xml nodes to the e-Form controls. The e-Form controls are the

text fields, check boxes, date pickers, drop down menus etc. that make up the Word e-Form.

The xml nodes are what you define in the xml file that will be used to map to the metadata

fields in the Extraction rule.

In order to bind the xml nodes to the form controls, you need to create an xml file (either

directly in the Content Control Toolkit or copy and pasted from another application such as
Notepad ++) with the xml nodes and a defined xml name space. The xml nodes define which
parts of the e-Form will be extracted to the corresponding metadata field. The unique name
space is required in order to create the unique extraction rule in FileHold. For example, see the

image below:
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Cuskom ML Parks

Namespace:

[ hittp: A fa filehold. comdfarms custamer-farm -

Edit View
ERIERSYE A

<farm wmlng=""http: A Ao filehold. comdfarms/ custamer-form':
<customer_name />
<ougtomer_number £
<addresz />
<date_of_zale /»
<iz_curment_customer £
<customer_support_level />
< fform

After creating the xml nodes (parts), you can drag and drop the xml nodes to the content
controls to bind the content. Save the Word e-Form when finished.

l11:‘| Customer Information Form.docx - Word 2007 Content Control Toolkit EI@
File  Edit ‘View Help
Ed ¥R2ae
Content Controls Cuskom #ML Parts
Group By: [m !‘-‘\';' Namespace:
o Tisg Type “Path [ http: fvavae filehold. com/farmscustamer-form

Al 1242829 PlainT ext g0 Form[1]nsD:customner_namel1] Bind Yiew | Edit iew

Aa 1110472... PlainT ext #ns0:form[1]/ns0:customer_number(1] =

Aa 2071181, RichText Ansform[1]/ns0:address[1]

.ﬁ: -1180735... DatePicker #ns0:Form[1]/ns0:date_of_sale[1] \ == 2}

Aa B49960152 Cumentcu.. RichText isiFormn[1]/nsiis_curent_custome1] | L= Form

ER 818540754 Supportle...  DropDownlist  #nelifarm[1 ]f’nsEl:customal_support_lavel\ 3 e
\ =] customer_number

=] address
Drag and drop the xml nodes to the

=] date_of_sale

] is_current_customer
corresponding content control on
the document form. (] xnins

f r 7y J7r
;i ———

i

=] customer_support_level

This XML structure is created in the Edit View of
this panel.

WPath:

Prefix Mappings:

Actions

Create a new Custom =ML Part
Delete Custam $ML Part

4 1 | 3

Ready

Once the controls are mapped in the toolkit, a Library Administrator or higher can create the
XML Nodes Extraction rule in FileHold to map the controls on the form to the metadata fields in
a schema.
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Goto Tools > Extraction Rules > Add XML Nodes Rule. Select the Word e-Form template
that you have already created the mapping for.

In order to map the metadata fields to the control fields, select the name of the name space
created in the xml file from the list and then map the XML nodes to the metadata fields in the

schema.
*ML Mades Rule "=z | -
Mame: Cuskomer Form - Extraction xml
Select XML Node (=3
Extensions: docx
hittp ffvanan filehaold .comForms fcustomer-farm ~||
Descriphion: | [ pill / ! ] |
--- Mong --—-
<customer_narme/ =
<custamer_nurber =
Document Schema: |Custurner Information Form ﬂ <address/>
<date_of _salef=
Source Field Destination Metadata Field <ls_rurrent_custamer/>

<customer_support_levelf >

customer_name {http: {fww Filehold. comyf E] Maps To  Customer Mame
xml name space

customer_number (http:/ fuvn Filehold . core E] Maps To  Customer Mumber

address (http: ) fums, Flehold . comgformsfiou E] Maps Tn  Address

date_of _sale {http:/fvaw. Filehold.comforr E] Maps To Date of Sale

is_current_customer (http: v filehald. E] Maps To s current customer?

customer_support_level (http: /. fileha E] Maps To  Cuskomer Support Level

7

The Library Administrator can then add the Microsoft Word e-Form template into a FileHold
folder where users would be able to access the document. Any user with publishing rights or
greater can get a copy of the form and fill out the form. They can then save the form and add it
to FileHold using the schema that uses the extraction rule. The metadata will be automatically
extracted from the form.

- Training and Support,/FileHold 12/Forms el y Customer Information Form
This version is Checked In
VAR €
(=713 7l
E"}I Q’ &4 = w Metadata
Document Name Type Linked Yer Status Last Modified On . .
: Type of Document
7 @ B afonsa Custamer Information Form ] 1 Checked In - /25/2011 3:30 PM Edit |Cu5tnmar Tnformation Form ﬂ
77 @ [E) atoeinitiske-test AutolnitiabeWFSchemaRense 1} 1 Checked In~ 8/25/2011 3:30 PM Edit.
. . . Format of Document *
7 @ B Customer Information Form  Customer Information Form 0 L cCheckedIn  /25{2011 3:30 FM Edit
o Eﬂ T [Elettrnni[ Document vl
L i 1 Edil
ol 1 Edic
. Document Name *
77 @ W] dev test Form Inventaries i 1 CheckedIn  ©/25/2011 3:30 PM Edit Cuskamer InFarmation F
ustomer Information Form
77 @ ] Fle properties extraction test File Properties Extraction 0 1 checkedIn  &/25/2011 3:30 PM Edit
¢ @ 3] fileprops File Properties Extraction o 1 CheckedIn  B/25(2011 3:30 PM Edit ELI'IStomer Hame
- Bill Jones
7 @ D heatlhcheckerreportjunzs AutolnitiateMFSchemaRense a 1 Checked In - 8/25/2011 3:30 PM Edic
7 G & Josy'sBurnaby Customer Information Form 1] 1 Checked In - 8/25/2011 3:30 PM Edit Customer Number
12445
7 B @_1 Larry'sLizards Customer Information Farm 1) 1 Checked In - &/25/2011 3:50 PM Edit
77 G ] wichal_Form Customer Information Form ] 1 Checked In 8/25/2011 3:30 PM Edit Address
- 443 Princess St, Mew Westminster BC
77 @ ] Michal_Form_4 L schema for Property Extraction 0 1 Checked In - 8/25/2011 3:30 PM Edit i
77 @ & Michal_Farm_5 L Schema For Propetty Extraction 1] 1 Checked In - 8/25/2011 3:30 PM Edit 1
77 @ B Tombewton Custamer Information Farm 1] 1 Checked In &/25/2011 3:30 P Edit
Date of Sale
D8j25/2011 Ev
Is current customer?
True
Customer Support Level
|S\Ivar ﬂ
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3.10. NEW REPORTS

The new reports include:

Trace Log

Error Log
System Audit Log

Library Audit Log

Full Text Search Report

Insufficient Concurrent Access Licenses (CALs) Report

3.10.1. Trace and Error Logs

There are two logs that can be exported from the FileHold Desktop Application. If a user is
experiencing problems with the document management application, they can now export the
error log and trace log easily without having to go through folder structure on their computer.

The Trace.log is a list of any .NET framework errors. The Error.log is a list of FDA errors.
These files can be sent to FileHold support in the event of a problem.

In FDA, go to Tools > Export Logs. Select either the errors.log or the trace.log options and
save the file to your local computer. Click Close when complete.

Export FDA Logs @

which log File do vou want ko expaort?

errors, log
trace.log

Close

3.10.2. System Audit Log

In the System Administration area go to Logs and Reports > Audit Log. You can filter the
logs by user name and from and to dates.

The System Audit Log logs the following information:

Adding local and domain users
Deleting local users

Adding and deleting FileHold groups
Enabling and disabling licenses
Resetting passwords

Adding and removing users to and from FileHold groups
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= [& User & Group Management Aud
vsers e ——]

FileHold Groups [Tl user name | |
= SL:::;M Password Blrrom ‘ ‘ Tn‘ ‘

User Self Registration ‘Apply Filter

813 Giobal Setings User Name Description Action Date
General sysadm Modified domain user: Renee Sauve (added to group System Administrators) 61472011 11:18:40 AM
Repositary Lacations sysadm Added domain user: Renee Sauve 6/14/2011 11:18:10 AM
License Information jacek Enabled domain user: Beng Penamante 5/30/2011 1:10:23 PM
S [ Logs and Reports Jacek Disabled domain user: Beng Penamante /3072011 1:10:17 PM
B Actiy sysadm Modified domain user: Jscek Lipowski (added to group System Administrators) S128/2011 11:01:27 AM
- i sysadm Modified domain user: QA 20 (added to group Read Only) 5/28/2011 10:57:06 AM
= — sysadm Modified domain user: QA 1 (added to group Read Only) 5/28/2011 10:57:06 AM
sysadm Modified domain user: QA 21 (added to group Publishers) S128/2011 10:57:06 AM

3.10.3. Library Audit Log

In the Library Administration area, go to Library Utilities > Audit Log. You can filter the logs
by user name and from and to dates. Only entries related to where the Library Administrator is
an owner will be displayed in the log.

The Library Audit Log logs the following information:

e Deleting document versions (soft delete, hard delete, and restoring a document from the
soft delete phase)

o Deleting library objects such as cabinets, drawers, folder groups and folders
o Deleting schemas

o Deleting metadata fields and removing metadata fields from schemas

e Adding, removing, and modifying cabinet and folder memberships

e Changing the owner of a cabinet, folder, or document version

[ — e ——]
[ Document Schemas

5] Metadata Fields Dluser Name | |
Contral Fislds
. [l From ‘ | To‘ |
Events
= [ Library Setiings Apply Filter
General User Name Description Action Date

6/6/2011 12:00-08 AM

] Document Viewer Config System Process Permanently deleted: System Architecture 8.0
i System Process Permancntly deleted: FH WebServices Architecture 6/6/2011 12:00:09 AM
3 [ Search Engine
Efr=)
) System Process Permanently delsted: Records Management Analysis 6I6/2011 12:00:09 AM
9 Settings System Process Permanently delsted: Source Contral Organization Document 6/6/2011 12:00:08 AM
Stetus System Process Permancntly deleted: Roles and Permissions Design Document B/6/2011 12:00:09 AM
Unindexed files System Process Permanently delsted: FileHokd team project intemal tools 6/62011 12:00:09 AM
Emors sysadm sysadm Deleted document: Source Gontrol Organization Document 512002011 10:59:38 AM
= [ Workflow sysadm sysadm Deleted document: Records Management Analysis 512002011 10:59:38 AM
sysadm sysadm Delsted document: FH WebServices Architecture 512812011 10:58:38 AM
[l Status Report
sysadm sysadm Deleted document: Sysiem Architecture 9.0 512002011 10:59:38 AM
B Templstes sysadm sysadm Deleted document: Roles and Permissions Design Document 5/29/2011 10:59:38 AM
3 L= Library Utilities sysadm sysadm Deleted document: FileHold team project internal tools. 5/29/2011 10:59:37 AM

‘Check-in for User
‘Change Document Owner

p= Change Cabinet/Folder
Owr

[ Recover Documents

3.10.4. Full Text Search Report

You can run a report from the Search Engine Status page that contains:
e All dtSearch settings
e Allinformation from the status and error pages
e Number of documents in the Library

e Version of the dtSearch dll file
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= Manage Sehemas Full Text Search Index Status
Document Schemas
Metadata Fields
‘Control Fields

Events This shows the following status of the FileHold Full Text Search Engine. For more detailed information on how to re-build the full text search index go to the following help article.
= [(F Library Settings

General

Document \iewer Config (P DTy =
=] Search Engine DocCount 634

B settings CreateDate 51282011 5:30:40 PM GMT

CompressedDate Never

Unindexed files TaskQueuelength 0

Errors PercentFull i
B [ workfiow ObsoleteCount 6

Status Report Flags 805308368

Templates UpdatedDate 6/16/2011 8:21:05 PM GMT
& [[3 Uibrary Utiities IndexSize 30851908

Check-in for User WordCount 132433

Change DDC"‘"‘EM Cumer StructureVersion 7

ohangs CenineyFolder Fts Stafus Idle

Recover Dotument Fts No

Document Usage Log Last Update State Succeeded

Audit Log
=] Reporting Services ‘Save Search Stalus

To access the report go to Library Administration > Search Engine > Status.

The report can be opened or saved as an html file after clicking Save Search Status. An
example report is below.

FileHold FullTextSearch Status

Machine name -mosa2007
Cuvent user name Remee

Current user domain FileHold

08 version Microsoft Windows NT 523790 Service Pack 2

Menu

FTS Statne
DtSearch dll file
FTS seftinzs
Librar statistics
Exror list

Detailed status

FTS Status

Update date 629/2011 7:34:16 PM GMT
Task queue length o

Fts last update Succeeded

Fis scheduled No

Fis status ldle

Word count 132514

Doc comt 674

Index size 31168720
Obsclate count Bl

Percent full ]
Fragmentation

Created date 5/28/2011 5-30:40 PM GAT
Compressed date Never

Flags 803306368
Structure version 701

Goback

DtSearch dll file

DitSearch dll path C/WINDOWS system32' dten600.d1l
File exists. True

Version 7.65.7507.1

Go back

FTS settings

Stop Searching After 10000

Nuwnber of Files To Retum 5000

Search timeout &

Search Result Metadata Weighting 3

Hyphen Searching HyphenAsSpace
Flags False

Phonic Search False

Sternmed Search False

Symonym Searching False

Related Words False

Fuzzy Search Setting o

Error Email Addressees Al

Go back

Library statistics

Cabinets count 2
Drawers count 2
Folder zroups count [
Folders comnt 3
Files comt 7
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3.10.5. Insufficient User Licenses (CALS)

To determine if there are enough concurrent user licenses for FileHold, you can run the
Insufficient CAL (Concurrent Access Licenses) Log to view which users were not able to log
into the system due to there not being enough concurrent licenses. In the log, you can search
by user name and dates.

To access the Insufficient CAL Log, go to System Administrator > Logs and Reports >
Insufficient CAL.

= [ user & Group Management . CAl
Users T ————.

FileHold Groups [ user Hame |

== LOgon and Password
Sflm [ From [6/16/2011 To |6/17/2011
Uszer Self Registration

= [ Global Settings
General
Repository Locations
License Information
= Logs and Reports
(5] Activi

Insufficient CAL

Audit Log

Mo data found

An emalil notification can be sent to System Administrators and/or Library Administrators when
there are insufficient concurrent access licenses. The frequency of the emails can be sent daily
or weekly. To set the notification, go to System Administration > Global Settings > General
> Insufficient CAL Notification Settings. In the Notification Interval field, select Daily or
Weekly. In the Recipients field, select None, System Administrators Only, or Library and
System Administrators.

Insufficient CAL Motification Settings

Mofification Interval [ Daily [=]

Recipients | Library and System Administrators lzl

The number of insufficient CAL events for the last 24 hours is also shown in the license
information area in the Users page of FDA and Web Client.

Users Managernent

al A B D <1 I L MmN oPR QR S3T

FileHald Accounts Enabled: 33  Remaining: 67 Total: 100
FileHold Cals Guaranteed: & Shared: 92 Tokal: 100
Insuffcient CALs Events Occured: 0

Enterprise Office Viewer Licenses Acsigned: 0 Remaining: 100 Tokal: 100
Enterprise Office Viewer With CAD Suppart Licenses Assigned: 0 Remaining: 100 Tokal: 100
Enterprise Office Viewer (Engineering Edition) Licenses Assigned: 0 Remaining: 100 Total: 100
PDF/Image Viewer Licenses Assigned: 2 Remaining: 98 Total: 100
Guest User Sessions Avvailable: 100

FileHold 5P Client Sessions available: 0
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3.11. MULTIPLE DOCUMENT REPOSITORIES

In versions prior to FileHold 12, only one document repository was able to be used. Storing the
repository in a single location limited the repository size to a single disk drive which is about 2
TB. The storage location was set in the System Administration area > Global Settings >
General Settings page.

In FileHold 12, the document repository can be split into multiple physical locations to improve
scalability. The storage locations are now set in the System Administration area > Global
Settings > Repository Location. This feature is controlled by a licensing option. If this
optional feature has not been purchased, the Add Repository button will be disabled.

{3 User & Group Management
=] P leneg Agd Repository
Users
e Groue atn Capacity Ereespace Read only Threshold
= L‘E o d';“'g ) \File eniRe; ! 3001 GB 215368 o 0.00 MB
ogon and Pa ssuror
B secuiy NOTE: Ghanging storage path causes reinitislization of the full tex sesrch index and scheduling reindexing of all dozuments
B u

egistration
= [ Global Settings oK ”
) Genersl
E= License Information
= [ Loas and Reports

cancel || Apply

Activity

To add a repository, click Add Repository.

Field Description

Path The path of the physical location.

Capacity The total size of the disk in TB, GB, or MB.
This will be automatically calculated by the
system.

Free Space The amount of free space on the disk in TB,

GB, or MB. This will be automatically
calculated by the system.

Threshold The amount of reserved free space on the
disk. The default value is 15% of the total disk
capacity. You cannot set this limit to less than
10% of the remaining free space on the disk.

Read Only When selected, documents cannot be added
to this physical location. When clear,
documents can be added to this physical
location.

You cannot mark all locations as read only.
There must be at least one disk that is
writable for the addition of files into the
system.
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Path * | |
Capacity | Unknownl
Freespace | Unknownl

Refresh

Threshold [MB] (at least 10% of capacity) *

Read only [

In the Repository Locations main page, you need to finalize the addition of the repository
location by clicking OK or Apply. If necessary, the Full Text Search index is re-initialized after
applying any changes such as a change in repository path.

Add Repository
Path Capacity Freespace Read only Threshold
C:\FileHoldDafa\DocumentRepasitory 30.01 GB 2126 GB No 10.00 MB

MNOTE: Changing =storage path causes reinitialization of the full text search index and scheduling reindexing of all documents.

| OK | Cancel Il Apply ||

Once a path has been added, new files will be added to the location immediately. Repositories

containing files cannot be deleted.

In order to balance the load of adding/downloading files between multiple locations and ensure
that files are distributed in a sensible way between locations with different level of free space, a
semi-random algorithm will be used to select the location for a new file. Repositories that have
been marked as read only will not have files added to them; files can only be downloaded.

When all locations reach the threshold, it is not possible to add any files to the system and all
uploads fail with an error message. The System Administrator should immediately add a new

location to the system or to provide more free space on one of the disks.

3.12. ADVANCED SEARCH - NEW SEARCH VALUES

Additional search criteria have been added to the Advanced Search feature.

e Under the Person search criterion, “Checked Out By Me” or “Checked Out By Someone

Else” has been added.

Advanced Search

File or Metadata Contains %

File or Metadata hive in Search [ Include All Document Yersions

Document Marme

Checked Out Status

Person » | Owined By Me

File Date * Cyned By Someone Else
Approval Status | Checked Out By Me

Library Location Checked Out By Someane Else
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e There is a new Checked Out Status criterion which allows you to set the status to equal
Checked In or Checked Out.

Advanced Search Hide Adwanc

Checked Out Status ‘Checked In v' Search

23l ECadata LNl ncidde Bechive 1IN eal 23l SIng RIstarical Mefadata Flishds
[C] Search Metadata only (7] Include Archive in Seal oo od oot “| Search Using Histarical Metadata Fisld

e Inthe Folder Name criterion, you can now search using part of a folder name when the
“Contains” operator is selected. Note that no wildcards or dtSearch keywords can be used
for this option.

Advanced Search Hide Adwar
Folder Marme Conkains Search

[ search Metadata only ] Include archive in Search [T Include all Document Yersions [ | Search Using Historical Metadata Fields

e The File Type Extension list is now dynamically updated and sorted alphabetically. A new
file extension entry is dynamically added to the initial standard list upon adding a document
with a new file extension for the first time. The list is not updated in FDA until the user logs
in and out.

e Multiple file extensions can be used when the qualifier is set to “In the list”. Insert a comma
between the file extensions.

I Advanced Search

D Search Metadata Only D Include Archive in 54 N extension ng |:| Search Using Historical Meta
Docx

Msg
Pdf
Png
Tif
Wsd
Klsx

m

3.13. WORKFLOW IMPROVEMENTS
Several enhancements have been made to the workflow functionality.
3.13.1. Status Reports

The Library Administrator Workflow Status report can now be accessed from FDA by going to
Administration > Workflows > Status Report. In the Web Client, it can still be accessed from
Library Admin > Workflow > Status Report.

In the Library Administrator Workflow Status Report, you can search by additional workflow
statuses. The workflow search status can equal:

e In progress
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e Completed

e Cancelled

e Approved

e Not approved

e Pending approval

Get a Copy | Cancel Workflow | Clear Completed | Clear Cancelled | Ovemide Task/Activity | Delegate Ta
Reviews & Approvals Status Report 2/
|

Workflow Status Equals In Progress.
Completed Between In Progress
Completed
= [
Date Started concelled 7/2011
Due Date Approved 5/47/2011
— Mot Approved
Document Name Contains Pending Approval
[“Tworkflow Mame Contains [ |
Initiator is | Beng Penamante - |

Apply Filter

Once the report has been run, the results can be printed or exported to CSV or HTML format.

3.13.2. Greater Number of Activities and Users for Tasks

The number of workflow activities has been increased from 10 to 20 activities. The number of
participants in an activity has been increased from 10 to 50 users participating in the activity.

3.13.3. Automatically Initiating a Workflow

Workflows for a specific document schema and workflow template can be automatically
initiated using a server plug-in that is enabled with your license. This is an optional feature that
will need to be purchased separately.

In order to see if your license has been enabled with the workflow plug-in, go to System
Administration > Global Settings > License Information. The Allow Server Plug-ins field
should be enabled.

November 2011 Q FileHold 32



FileHold 12 New Features FileHold

Is system activated True

System Version FileHold 10.0.0

Build FileHold12_20110523.1
Hardware key 215196522491901240479725

Information about the license

Registered to LGBS
Concurrent sessions 100
Registered users 100
Guest user sessions 100
FileHold SP Client sessions 100
Workflow module enabled

Active Directory moedule enabled

Redaction module enabled
FastFind module enabled
Print-to-FileHold enabled
Multi Document Repository enabled

| Allow server plug-ins enabled |
Allow FDA plug-ins enabled

Once the plug-in is enabled, you will need to add the plug-in to the server and modify the web
configuration file with the document schema name and workflow template name. Once
configured on the server side, the workflow will be automatically initiated when a new
document is added to the document management system using the configured schema name.
The workflow uses the default values from the workflow template when it is automatically
initiated.

NOTE: The workflow will not be automatically re-initiated if a new version of the document is
checked in or if the metadata has been edited. The workflow will need to be initiated manually.

3.13.4. Editing Metadata During a Workflow

Metadata can now be edited for a document that under a workflow process. In order to use this
feature, it needs to be enabled.

Go to System Admin > Global Settings > General > Permission Settings area and select
the Enable editing document metadata when workflow is active check box.

Permission Settings

Enable converting betweaen electronic documents and records
Enable converting offline documents to electronic documents
Enable converting electronic documents to offline decuments
Enable manually archiving documents

Enable manually unarchiving documents

hllow non document version owners to initialize workflows

Enable editing document metadata when workflow is active |

Any user that has access to the document undergoing a workflow can edit the metadata. If you
do not want users outside of the workflow editing metadata on the document, select the Hide
all versions of the document check box in the workflow template until the document has
been approved in the workflow process.
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To edit the metadata of a document undergoing a workflow, select Metadata & File Properties
and click Edit. Make and save the changes.

- 4| Default View 4 i
My Workflow Tasks '@ Metadata Fields fi:
On Task . - Type of Document
D Task Document Mame  Ver Workflow e o Initiator Assigned Due Status
JEGIE Sy O |c Information Form -|
Review@ Alfonso 1 Customer Form Workflow Renee Sauve 7112011 7/2/2011In Progress| noeyment Mame Alfonso
=] Remewrl':iﬂ Joey'sBumnaby 1 Customer Form Workflow Renee Sauve 7/1/2011 7/2/2011In Progress | Customer Name Alfonso Torres Inc E
Customer Number 1.472
Address Vancouver BC
Dale of Sale 06/26/2011
Is current customer? False
Customer Support Level Bronze
[ |

3.14. SMART MESSAGES

Smart messages are the messages that appear when checking in and out a document using
Microsoft Office applications.

The following are smart messages:

e When saving and closing a document without checking in a checked out document:

-
Check-In Document? u

9 You have made changes to P.0.-ysadm_Self-5e_07042011.doox.
\Qj Do you want to check this file in as a new version?

-

[ Do Mot Ask me to Check This File In Again

Check In Now I Check In Later |

* When getting a local copy of a document, making edits, and saving without checking out
the document:

-

B ' Do you want to Check This Document Out? |

FileHold_EndUser_Guide_v09.
Do you want to check the source file out of the FileHeld library?

— .
@ You have made some changes to your local versien of
R <

Yes | [ Mo
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i '
Do you want to Check This Document Out? et

45% You are about te save a local version of this document.
Y Doyouwantto check the source file out of the FileHoeld library?

e When checking out and opening a document and close the document after making no

changes.
r B
Undo Checkout of Lecal Copy _ u

You have checked out this file but have not made any changes to the local copy of
it. What would you like to do?

f* Cancel the CheckOut of this file and delete the local version

i~ Leave the document checked out and keep my local copy, I will edit it later

oK I Cancel |

e When opening and checking out a document (CTRL+double-click), and closing the
document without making any changes.

P N
Undo Checkout of Lecal Copy _ u

You have checked out this file but have not made any changes to the local copy of
it. What would you like to do?

% Cancel the CheckOut of this file and delete the local version

i~ Leave the document checked out and keep my local copy, Iwill edit it later

oK I Cancel

You can disable the check in and out messages by going to Preferences & Settings > User
Preferences in FDA. This setting is enabled by default.
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o

Wty User Preferences @

General | Advanced | Contact Information I Company Informationl
Other Settings

Defaul screen at skartup [Blank ']

[ Show Welcome Screen at Startup,

[ Prompt Me For Download Location when I Make Copies of Files

[ Prompt: Me For Download Location when I Check Out Files

[ Prompt: Me ta remove files when sending them from the Inbox

[ Prompt Me to cean up my FileHold Working Folder when T close the FileHold Desktop Application
[ By default close documents that T Add | Check In to FilsHold

[ By default delete documents that T Add | Check In to FileHold

[ auto-Send documents to Auto-Tagged Folders

[ Auto-Send documents after completing metadata

[ Move to recyde bin instead of permanently deleting

[ automatically open in the Yiewer selected document in Inbox

[ automatically open in the Yiewer selected document in Folders and search results

| Enable Smart Check In and Smart Check Cut messages |

Reset all "Don't Show This Message Again” reminders Reset

[ oK ][ Cancel ][ apply

3.15. EMAIL NOTIFICATIONS FOR REMINDERS

You can now receive emails for when a Reminder is set on a document.

Go to Preferences & Settings > Alert Preferences in FDA or My FileHold > My Alert
Preferences in the Web Client.

When sending the email for a document reminder is activated, you can set the email frequency
to send immediately or send a daily summary.
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Iy Alert Settings @
Folder Motification Preferences - notify me when the following occurs
Mew documentsversions are Added to Folders I have subscribed to
[T Documents are Transferred To folders I have subscribed ko
[T Documents are Delsted From folders I have subscribed ko
File Motification Preferences - notify me when the following occurs
A new version of a document I have subscribed ta is Checked-in
[ Metadata values are updated For a document I have subscribed ko
Email Notification Preferences

Use the Following email address ta naotify me
Alerts
In addition to notifying me on My FileHold send me an email of the notification,
Email Alert Frequency
@ Send e-mail immediately.
() Send a daily summary.

() Send a weekly summary.

Reminders
[ Send emall when a document reminder is activated.

Email Reminder Frequency

(@) Send e-mail immediately,

Send a daily summary,

[ Ok J [ Cancel

3.16. DEFAULT SCREEN AT START-UP

You can set the screen you want to see upon start-up when logging in to FDA.

Go to File > Preferences & Settings > User Preferences > Advanced tab. Select the default
screen at start-up:

e Blank

e Simple Search

e Advanced Search
e Inbox

e My Tasks

e Calendar

My User Preferences @

General [ Advanced |C0ntact Information I Comparry InFDrmationl

Other Settings

|DeFauIt screen at startup | Blank. -

Show el =l k Stary
[] show welcome Screen at Star JSimpIe zearch

[ Prompt Me For Download Locat Advanced Search
Inbio
[] Prompt Me for Download Locatl My Tasks

' Calendar
[ Prompt Me to remove Files whe 55 s e o i aos
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3.17. CUSTOM NAMING FIELDS IN A SCHEMA

To custom name files in a schema, you no longer have to have the metadata field a required
field in the schema in order to appear in the custom name “Profile Field” list. All metadata fields
for that schema will appear in the list whether they are required values or not.

File Nam

e Prefix |

Constant Profile Field

Field Mask

|| Meone Selected

|
]
|:| Created On
]
]
|:I

MNone Selected
Document WVersion
Cramer

FileHold 1D

Last Modified Date
Size

Filename

Custom Te:«t Strlng

_ Not a required|ﬁe|d

_~

‘-’

et

7

7

|| Mone Selected

File Nam

e Suffix |

3.18. RESTRICTING ACCESS TO THE DOCUMENT MANAGEMENT SYSTEM FROM USERS

You can restrict access to the document management system at any time. This allows only
Administrators to access to FileHold during an upgrade or when making major changes to the
system. When access is restricted, users will not be able to log in. Access can be restricted to:

e All Users — All users have access to the system. Both Library Administrators and System

Administrators can set this option.

e Library and System Administrators — Only Library and System Administrators have access
to the system. Both Library Administrators and System Administrators can set this option.

e System Administrators — Only System Administrators have access to the system. Only
System Administrators can set this option.

To restrict access to the system, go to Library Admin > Library Settings > General >
Restricted Access area.

Restricted Access

All Users :l

Library and System Administrators
System Administrators

If access has been restricted and a user attempts to log in they will receive a warning message
“You cannot log in because the system access is currently restricted by the administrator.”
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System Access Restricted

You cannot log in because the system access is cumrently resfricted by the administrator.

3.19. COPYING METADATA

You can copy metadata values that are in their non-editable form in FDA.

Right-click on a metadata value in the Metadata pane and click Copy.

hi

This wersion is Checked In

w Metadats

Type of Document
Tes Schema Far Archiving

Document Name
hi

Mortgage Amount

P o |

Nokes
Golden Retriewver

3.20. RECENTLY USED FOLDERS

A list of the last 10 used folders is displayed in the tree in FDA, the Select Destination
windows, and FileHold Office Client window. The Recent Folders list will not be shown in the
Web Client.

This is useful for viewing and keeping track of what areas of the document management
system you are using and quick access to the documents in those folders.

Library
------ [ Inbox (Send to Library)

=J-& My FileHold

Ly My Favorites

-] Checked Ouk Documents
-] Document Alerts

-] Document Reminders
-[] Recently Accessed
i ] Recenthy Added
e m Calendar

Gl Reviews & Annroval
Sl Recent Folders

1 i [] Mew Features
=l £ Saarch
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3.21.

3.22.

3.23.

FILTERING SCHEMAS AND METADATA FIELDS

The list of schemas and metadata fields can be filtered by the first letter of the schema or
metadata name. This is in both FDA and Web Client.

Click on a linked letter to display the list of schemas or metadata fields that start with that letter.

Schema Name

Compliant?
Inventories
Mortgage

Notes
Submission Date

Tes Schema for Archiving

URL Address

Metadata Fields Management EI
4l A B CDELIMMESSTIU

Tarme a0 Tvpe achemas Used In Lask Modified J+
Address Texk Custarer Information Farm 6f24[2011 2:41:43PM |
Attachments (e... Text Email Extraction 6/24/2011 2:09:38 AM -
Author (file pro,.. Text File Properties Extraction, L 5., &/24/2011 9:39:16 AM
Blank Date Date Submission Dake 6/22/2011 3:46:25 PM
Cakegories (file ... Text File Properties Extraction, L 5., &/24/2011 9:35:59 AM

2 {email) Texk Email Extraction 6/24/2011 2:02:22 AM
Comments (file .., Text File Properties Extraction, L 5., &/24/2011 9:40:31 AM
Comparry (file p.,. Text File Properties Extraction 6/24/2011 2:39:39 AM i

SORTING THE INBOX COLUMN HEADERS

The Inbox can be sorted by document name, type, coming from, or going to by clicking on the
column header name. The columns can be sorted in ascending or descending order by clicking
on the arrow button .

2R  Remave From Inbox  Edit Metadata Edit Destination Send Send &l (7]

Document Mame + Status Type Coming From Going To Progress

LOCALIZATION OF FILEHOLD

A new wizard has been created to translate resource files and create language pack installers
for easy localization of different FileHold versions. See
http://www.filehold.com/help/customization/localization for details.
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3.24.

3.25.
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FILEHOLD COMPATIBLE IMPORTS — MANAGE IMPORTS TOOL

The FileHold Instrumentation Tools allow exporting documents from the whole library or a
selected container together with metadata in XML format compatible with the Manage Imports.
Usually documents exported this way have different schemas, so their metadata cannot be
directly mapped from the XML file. In FileHold 12, both the library location and the document
schema name are added to the XML file for each document. These imports can be done
directly in FDA using the Manage Imports tool. Exports can also be done using the Export
function in FDA in FileHold 12.

A checkbox labeled ‘Import files which were formerly exported from a FileHold system’ is
added to the Import Tools form. When selected, the rest of the Field Mapping tab is disabled.
During the import, the document schema is automatically selected for each document based
on the XML file and all metadata fields and is automatically mapped based on their name. As
long as all schemas and metadata fields are created or imported before importing documents,
this allows importing documents with original schemas and metadata values.

Properties of Import from last build - Field Mapping @
General Figld Mapping | Database Lookup | Auka-Filing |
|@'|
Select Destination document bype | J | Import files which were Formerly exported From a FileHold system
Source Field Data Source Destination Metadata Field

When the checkbox ‘Import files which were formerly exported from a FileHold system’ is
selected for the document import, it is not possible to select a fixed destination or an auto-filing
script. Instead the destination location will be determined for each document based on the
library path field in the XML file. The auto-filing mechanism is not used and all cabinets,
drawers and folders must exist in the library before importing the documents.

It is possible to enable the ‘auto-send’ feature for document imports using the FHIT compatible
format. In that case all documents are uploaded directly to the library without using the Inbox.
Alternatively it is possible to import documents to the Inbox in order to review the metadata.

Note that some information about the documents, for example the owner, creation date and
history, will not be preserved during the export and import process. Only the actual files, their
metadata and location will be preserved.

CHANGING OWNERS AND CHECKING IN FOR USERS

Displaying the various statuses listed below in the Find People search results allows you to
change the document, folder, and cabinet owner or check in for a user that may have been
deleted, disabled, or whose permissions have been changed (invalid) in the system.

TIP: To display a list of all users in the system in the search results, leave the First or Last
Name field blank and click Find Now. This will aid you in finding any deleted, disabled, or
invalid users.

When searching for an owner of a cabinet or folder, the following additional statuses will be
included in the search results next to the user name:

o (Deleted) — The user or group no longer exists in FileHold.

o (Disabled) — The user no longer has a FileHold license or has been disabled in Microsoft
Active Directory.
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e (Invalid folder or cabinet owner) —The user or group owns at least one cabinet and does
not have permission to be a cabinet owner. For example:

Find People

First or Last Name | |

| FindMow | | Gancel || ciear |

Result of People Search

Name
Alfonso ipad

Alfonso Safari

Deborah Dixon {invalid cabinet owner)

invalid user (invalid folder owner)

Joey Siopongco

OEEEOEa

Tom Newton

| select || cancel |

When searching for owners of documents or checking in for users, the following additional
statuses will be included in the search results next to the user name:

o (Deleted) — The user or group no longer exists in FileHold.

o (Disabled) — The user no longer has a FileHold license or has been disabled in Microsoft
Active Directory. For example:

Find People

First or Last Name | deleted |

| FindNow | | cancet || clear |
Result of People Search
Mam
[ Deleted User (disabled)
Select | | Cancal

3.26. DATE TYPE METADATA FIELDS

For Date type metadata fields, you can set the initial value to be:
e Current date and time
e Custom date

e Blank

If a “custom date” is selected, you can select the custom date that you want set as the default
date. If set to “blank” then the user will need to set a date when entering the metadata value for

a document.
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*Edit Custom Date Field =

Field Froperties

Field settings

Date Display Format A dd 1117
MM dd-yyyy (06/05-2011) =
M Sdd vy bimmikk (050572011 3 19PM)
M ddyyyy Himm (0580572011 15:19)
dd-Mr-yyyy (05-03-20110
dd-MMM-wyyy (05-Aug-2011)
TAMI-dd-wewy (ALG-05-201170
MMM dd, vy (August 05, 2011) i

m

Initial Yalue [blank = ]

current date:time
custom dake
blank,

The custom date and blank date settings are useful if you are importing scanned documents
into the system that require a date other than the current date and time and are set as “read-
only” values. In previous versions of FileHold, if the date was set to “read-only” then only the
current date and time could be used and the value was not editable.

If the date field is set to “required” in the schema, the custom date and blank date is editable by
users with sufficient rights. If the date field is set to “read-only”, then the metadata field is not
editable unless the permission settings to “allow the document creator to modify metadata”
have been enabled in the System Administrator settings.

Edit Calendar Warkflow Scherma @
General | Membership | Metadata Fields |Wnrkf|0w I Custom Maming I Auta-Filing I Event Schedule|
Mame Twpe Wisible Required Read Only Crder
Cuskorn Date Dake |:| 1 hd x
Cuskamer Mame Texk [ =] = 2 | %
Date of Sals Date [ 3 - ¥
PO Murnber Texk [l 4 Mk .

In System Administrator, go to Global Settings > General > Permission Settings. Select the
Allow the creator of a document to modify the initial value of read-only fields check box
to allow the document creator to modify the metadata after the document has been added to
the Library.

Permission Settings

|:| Enable converling between electronic documents and records
|:| Enable converling offline documents to electronic documents
D Enable converling electronic documents to offline decuments
D Enable manually archiving documents

|:| Enable manually unarchiving documents

DAIIQW non document version owners to inifialize workflows

D Enable editing document metadata when workflow is active

f-‘-.llow the creator of a document to modify the initial value of read-only fields
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3.27. AUTOMATIC METATDATA MAPPING FOR WATCHED FOLDERS

You can now assign fixed values to metadata fields in the Watched Folder properties. This is
very similar to how Auto-tagging on cabinets and folders work presently.

You can determine which metadata fields will receive a fixed value for all the documents
imported via Watched Folders by selecting the check box next to the metadata field name and
entering a value.

If the check box is selected and the metadata field is required, a value must be entered into the
field. If the check box for the metadata field is not selected, a value is not required even if the
field is required. However, the “Automatically send files to the FileHold Library” cannot be
enabled since the required value is missing and will need to be entered in the Inbox.

If the metadata field is set to “read-only”, then you cannot select the check box; this field will
always use the default initial value set up in the schema.

In the example below, the Estimate ID# and Name metadata fields will have the same fixed
value for all the documents imported via this Watched folder.

Wifatched Folder Properties @
Falder path:  Ci\UsersireneelDocuments
Delete inpuk files

Autamatically send files to selected Folder in FileHald

Folder location:

| Automatically set metadata For input files

Document schema:  |Estimates j
Estimate ID# S 122344
YIM
Marne V| ABC Industries|
Creation date (file properties) 01-11-2011 [ER
OK ] | Cancel

3.28. DISABLING DOCUMENT SHORTCUTS

Shortcuts to documents can be created but can slow down the Search performance in
FileHold. When you have several million documents with several shortcuts, it impacts the
performance of the system.

The option of creating document shortcuts can be disabled in order to improve Search
performance. Shortcuts will be automatically disabled in FileHold 12 for all new installations
(but can be enabled if necessary). If you have existing shortcuts from previous versions of
FileHold, this will still be active and enabled when you upgrade.

There are several workarounds for shortcuts such as:
e Virtual folders
e Document tray

e My Favorites
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e Linked documents
e Saved searches

You can enable document shortcuts in System Administration > General > Document
Shortcuts area.

Document Shortcuts

Enable Document Shortcuts

Mote: Enabling shortcuts may have significant impact on the performance of the system. Consider using linked documents or virtual folders instead. Once shortcuts are created, they cannot be disabled again

3.29. VERSION 0 SWITCH FOR OFFLINE DOCUMENTS

When documents of any document type (electronic document, electronic record, or offline
document) are added to the Library, the first initial version is set to version 1.

For documents that are Offline Document types, you can set the initial version to be 0 instead
of 1. In order to set the initial version to 0, you need to set the value to O in the Library Manager
> web configuration file on the server.

This could be useful for organizations which use the process of Document ID/Number
Reservation. Adding an Offline Document with version 0 would create a placeholder for the
future electronic document version (yet to be created); however, the document ID will be
issued by the system and can be used as a reference when creating the electronic version. For
example, the document ID could be stated on the title page of the Microsoft Word document.
By checking out the offline document and then checking back in with “Convert to Electronic
Document” option enabled, the first version (version 1) of the document will be added to
FileHold repository using the same document ID (initially created for the off-line document
stub).
<appsettingss

<add key="UrlForpownloads" wvalue="http://QA-200BRZSTDO4 O/ FH/F 1 1eHoTd AwebC fent /" A=

<add key="LongsglCommandTimeoutsec” walue="900" />

<add key="wehServiceCallTimeoutsec" walue="1800" />

<add key="FTSReindexBatchsize" wvalue="1000" />

<add key="MaxDropDownsourceltems' walue="1000" /=
<add key="Reportserveractive" walue="false" /»

<add key="Reportserverbomain" walue="" />
<add key="Reportserveruser" walue="" />

<add key="Reportserverrassword’ wvalue="" />
<add key="ReportrRootFolder" walue="" />

<add key="reportshowErrors" walue="" />

<add key="CompatiblewrF" walue="0" />

<agg Eey=”AutuStartWF_SchemaName” value="" /-
<a &

"autostartwrF_workflowname" value="" /=

Tneversion

m
ir |

3.30. FIPS COMPLIANCE

FileHold 12 is FIPS (US Federal Information Processing Standards) compliant. The US Federal
Government requires compliance in order to meet security and interoperability standards.

Licenses and passwords are encrypted using a FIPS compliant algorithm (3DES) to meet full
compliance.
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FIPS compatibility can be verified using the Health Checker module.

oK W |0 ]E
<
oK Y |9 |
<
oK Y |9 |
<
oK Y |9 |
3
oK Y |9 |
3
oK Y |9 |
IS server
WISV Started Yes
Auto start Yes
IS wersion 6.0.3790.3959
| FIFS enabled Na |

3.31. FDA ONLINE HELP

In FDA, press F1 to access the online help section of the FileHold website. If the window has
context sensitive help, that page will open in a web browser. If there is no context-sensitive
help for that window, then the FileHold help home page will open www.filehold.com/help/home.
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