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1. ABOUT FILEHOLD

FileHold is a document management software system that is easy to use, easy to install, and is
affordable for small to large organizations. It integrates with existing applications and enriches
Microsoft SharePoint deployments. Features include web access, search, version control,
tagging, workflow, secure user rights, mark up and annotations, redaction, scanning, and OCR
and indexing.

Records Management features allow records to be converted to archives, put into legal hold, or
be scheduled for final disposition.

2. ACCESSING FILEHOLD

2.1.

You are able to access FileHold three ways:
1 Web Client via a web browser.

i FileHold Desktop Application (FDA)

1 Microsoft Office applications including Word, Excel, Outlook, and PowerPoint

Access to files can be gained through any of the methods by users with a valid FileHold
account.

Access via the web client can occur using LAN, WAN, an Intranet or over the Internet. Working
with files via the web client does not require installation of our document management
software. However, to access the system via the FileHold Desktop Application (FDA) or
Microsoft Office applications, users will be required to install FDA on their computer.

The web client and the FDA interface are nearly identical. You can use either to access the
document Library but it is recommended that you generally use FDA as it is faster than going
over the web and has more advanced functions than the web client.

NOTE: Library Administrator and System Administrator functions are via the web client only.

FILEHOLD CONNECTION OPTIONS

In order to connect to the FileHold server via the web client, FDA, or Microsoft Office
applications, you must ensure that you have entered the correct connections settings. The
connection settings are set in the FDA. You must have your username, password, know
whether it is a locally managed account or domain (Active Directory) account, and the URL
path to the FileHold server.

TO SET THE FILEHOLD CONNECTION SETTINGS

1. Open the FileHold Desktop Application (FDA) and select File > FileHold Connection
Options.

2. Select the following options that you want to enable:

i Automatically run FileHold application when | logon to Windows & This option will
automatically start up FileHold after you log into your computer.

i Automatically logon to FileHold Library when Desktop Application starts 8 This
option will automatically log you in after you launch the FDA. You do not need to
enter your username and password.
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1 Remain logged in even if no activity is performed & This option keeps your account
logged into the system even if you are not using it. This is dependent upon the
settings made by the System Administrator.

3. Select one the following options:

1 Always prompt for credentials 8 You will always need to log in with a username and
password.

1 Use my windows account username and password to logon & This uses your
Microsoft Windows account username and password to login. You will need to ask
your System Administrator which type of account you are using.

i Use the following username and password to logon 8 Your System Administrator will
provide you with a username and password. Enter the username and the password

twice.

4. Select the default domain:

9 Local FileHold Account i Select this option if a username and password was
provided by your System Administrator.

T ADomai n ANSelexttbis option if you are using your Microsoft Windows user
account to login to FileHold.

5. Enter the FileHold Server URL. The URL will be given to you by your System
Administrator and should be in the format
http(s)://lyourcompanyservername/FH/FileHold.

6. Enter the number of maximum simultaneous transfers. This is the number of documents
that can be uploaded or downloaded at a time. This number should be kept at 1.

7. Click Test URL. If the server URL iscorrect,you wi I | receive a fAiConnect:
message.

8. Click Test Logon. I f the username and password are corre
Successful message. 0

f Connection Options for I&J‘
Logon Settings
[7] Automatically run FileHold application when I logon to Windows
[7] Automatically logon to FileHold Library when Desktop Application starts
[7] 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 to logon
Username marvin
Password ssesee
Password (confirm) eesese
Defauit domain [Local FileHold account v][ Refresh
FileHold Server Settings
FileHold Server URL  http://qa-2008r2ent64/FHFileHold
Maximum simultaneous transfers |1 =
Test URL ] [ Test Logon [ OK ] [ Cancel
A 7
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9. Click OK.
2.2. FILEHOLD DESKTOP APPLICATION (FDA)
The FileHold Desktop Application (FDA) has a very simple, intuitive and familiar Library
structure similar to your traditional filing cabinets (cabinets > drawers > folders > documents)
and Microsoft Windows Explorer folder hierarchy.
File View Tools Administration Help "Google" like Search bar —cerrmrmrr==—s—9 =
Metadata & File Properties
‘,‘E:,,":‘:,Eﬁfadw“bmm o Bl Lcga!/Mortgages/2010 Select View: | DERRUIEVIEN 2 i i e
L b % Q&+ % 1 = FileHold Toobar P | et
{5 Virtual Folders Document Name ~ Type Linked Ver Status Last Modified On S %
w%:::;f ® ] p.0.-ysadm_Chatiog 04032011 Test 2 2 CheckedIn 04/03/2011 1:52PM ;;:v P
- Canadian Union O e nts 1 1 : 9 Edit Document Name =
i ...Processing Biling i
- ABC Industries shfterDigitizationSectionE
=3 Accounting Vendor Name
[=I-{3) Payments
- [] Remitance Chequ ™ \ e 4
- :I:lvm::a, e 9 Documents Metadata pane >
El julyaayc:.;:er Library .
-3 Administrative/HR :
- Autofiing SchemaCabinet =
B Copy of Test Cabinet Cat Version
[ InvoiceCabinet 1 of 1View all versions
1B Legal Owner 3
£5-(3 Mortgages sysadm sysadm added on December-17-10 |
[ 2010 11:19 AM
- Product Development Library Status =
#-[F Professional Services Checked In
@ uality Assurance
3 ggesttcyagnet Document Tray ::5 Harkins
[ Testcabinet ¥
FileHold ID
241
Document Tray Select View: | Default View
Document Name + Location Type Linked Ver Status Last Modified On
%@Imo\ceTPO}DUOlSESZ Accounting / Invoices / July-December Invoice 0 1 Checked In  04/03/2011 1:46 PM
1 ‘%EJ_’I Invoice-TP0300029031 Accounting / Invoices / July-December Invoice 0 1 CheckedIn  04/03/2011 1:46 PM
You may have your connection settings set to automatically log into FileHold when you start
the FDA. If you have not selected that option, you will need to login manually.
To LOG INTO FDA
1. Open the FDA. If there is not a shortcut to FDA on your desktop, go to Start > Programs
> FileHold > FileHold Desktop Application.
2. Select one of the following options:

1 Goto File > Logon to FileHold Server as username & This uses your stored
Microsoft Windows or locally managed username and password.

1 GotoFi |l e > Logon t o Fidl Ehidallows yot te logineusing ars é
alternative user name and password than the one that is stored in the connection
options. Enter a username, password, and select a domain. Click OK.

3. You are now logged into FileHold. Click OK to close the Welcome Screen.
i Select the check box on the Welcome Screen to not display this screen when FDA
starts. You can re-enable this screen in the User Preferences.
2.2.1. FDA Menus and Toolbars
The FDA has several methods in which functions can be performed.
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1 The FileHold toolbar that can be used to perform operations on single or batch (many
documents at once) documents such as check out or get a local copy.

1 Arright-click context sensitive menu where only those functions that can be performed will

be available

to use.

1  The main menu bar where other functions of the FDA can be performed.

File View Tools

Library

] Inbox (Send to Library)
(-8 My FileHold
<& Reviews & Approvals
[#-42 Search
{5 Virtual Folders
)Yy Reports
i “-[8 FileHold'09 Reports
=-f3 Library
=~ Canadian Union
=-{5P Accounting

- AP
i -COAR
[+)-{5 Dedision Tracking

- ...Processing Biling

- ABC Industries

=~ Accounting

[-{5) Payments

—J-{59 Invoices
+-[&] January-June
i ] July-December

& B Administrative/HR.

(- InvoiceCabinet
T

< m

Administration

- Autofiing SchemaCabinet
[ Copy of Test Cabinet Cat:

. Canadian Union/ Accounting/ AR

Help  gm——————— Main menu bar

User: Marvin Mallett p

Select View: | Default View

ok Q f % 17 <g=—— FileHold Toolbar
Document Name + Type Linked Ver Status Last Modified On
{ (b ) Invoice-TP0300018851  Invoice 0 1 Checked In 08/12/2010 8:55 AM Edit
: © ﬁi] Invoice-TP0300018852 Invoice 0 2 Checked In 08/12/2010 12:45PM Edit
L 7 © & 1nvoice-TP0300029031  Invoice 0 1 Checked Out 08/12/2010 12:51PM
s QT = - Edit
% Open

»

Make a Local Copy
Email & Check Out
Check Out This Document

Right-click context
sensitive menu

g

Metadata & File Properties

View Linked Documents

Send to 4
Notify me >
Create Shortcut

Copy or Move

Delete

Convert to Offline

©

The following table describes the functionality of the FDA FileHold Toolbar buttons.

Button Description Permissions Needed
,gl}:, ) Add a file to Library Users with Publisher rights or higher.
Add File
Qﬂ Makes a copy of the All users with access to the folder.
Make a documents to the local user
local copy computer.
of Checks out a document for | Users with Publisher rights or higher.
Check out editing.
% Link Creates a link between two | Users with Publisher rights or higher.
LInK or more documents.
documents
4 Del Deletes a document from Users with Publisher plus Delete rights or
Delete the Library. higher.
Deleted documents can be
recovered by a Library
Administrator before a set
amount of time. See the
Library Administration
Guide.
=] Email Emails the document as an | Users with Publisher rights or higher and
£mat attachment or as a link in email settings have been enabled by the
the body of an email. Library Administrator.
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Button Description Permissions Needed
= Checks the document out Users with Publisher rights or higher and
Check _ and sends it in an emalil email settings have been enabled by the
outand Email | attachment or as a link in Library Administrator.
the body of an email.
2.2.2. FDA Hotkeys
The following are a list of the hotkeys (shortcut keys) found in the FileHold Desktop
Application.
Hotkey Description
Ctrl+Shift+F Add the content of a desktop folder to the
document management system.
Ctrl+Shift+P Show/hide metadata and properties pane.
Ctrl+Shift+T Show/hide the document tray.
Ctrl+Shift+L Logoff from FileHold.
Ctrl+F Cursor moves to simpl
bar.
Ctrl+Shift+A Adds a file to the Library.
Ctrl+Shift+F Adds a folder to the Library.

Ctrl+Double-Click

Opens the document in its native application
and checks out the document from the Library
at the same time.

B
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2.3. WEB CLIENT

To access the FileHold web client, you will need to use a valid web browser. FileHold currently
supports Microsoft Internet Explorer version 7 and 8 as well as Mozilla FireFox version 3.5 and
higher.

QFilGHOld Toolbar  «Google” ke Search bar ivary Admn User: Sabine arie | Hep

.| Defautt View

Document Name Type Linked  Ver Status Last Modified On Type of Document

@8 My Fietod d DAccountingnnvoiceleuerecember (7
@ & Reviews & Approvals B
@ £ search

@ 5 Virtual Folders
¢ Reports

S Liorary

@ B canadian Union
@ [ . Processing Biling Documents

Metadata pane i ‘vmce# 1585221
@ [ ABC industries |
& [ Accounting 4 Library frevious

(3P Payments Summary
B3 Invoices Document Tray

= Invoice -
[[] 7 @ & invoice-TP0300018852 Invoice 0 1 Checkedn 3412011 1:46:33 PH -

B

Document Name Invoice-TP0300018852

A o - heck 4 :46:33 P
A% @ 'd] i TPGJOUUZBD\ oee ! L Ceeeh ekt Date Sent Mar-04-2011

i
=

.

PO%

Vendor Name Azonx

Owner: sysadm sysadm
[&] January-June Location: Accounting / Invoices /
- July-December
(7] July-December

@ [ Administrative/HR

@ Document Tray ‘il,‘ Defautt View » | cea ‘ URL to File: Link to The Document Document
@ [ Autofiing SchemaCabinet Fda Link

# [ Copy of Test Cabinet Cabinet There are no documents in Tray, Netsion, Toft -

©Fitold Systems Inc. 2010 *flleHold

The interface of the web client is similar to that of the FDA. Most functions are identical but
there is more end-user functionality in the FDA.

Library Administration and System Administration functions are performed through the web
client only.

TO LOG INTO THE FILEHOLD WEB CLIENT

1. Open a web browser and enter the URL for the FileHold login screen. This should be
provided by your System Administrator. It is usually in the format
http(s)://yourcompanyservername/FH/FileHold/WebClient/LoginForm.aspx

TIP: It is recommended that you create a bookmark, favourite, or shortcut to the web client
URL for easy access.

2. Enter your username, password, and select the domain.
3. Click Log In.

2.3.1. Web Client Menus and Toolbars

The Web Client has two methods in which functions can be performed.

1 The FileHold Toolbar that can be used to perform operations on single or batch (many
documents at once) documents such as check out or get a local copy. To select multiple
documents, select the check box next to the document name.

1 A context-sensitive menu where only those functions that can be performed will be

available to use. Click on the arrow button to display the menu.
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€ FileHold

&7 Document Tray

@ &g My FileHold

@ & Reviews & Approvals
@ £ Search

@ (S Virtual Folders

[ i Reports

= B3 Library

@ B canadian Union

Open Folder
Search

Properties

Alert Me of Changes.

@ [ ...Processing Biling
@ [ ABC industries
= B Accounting
@ (3P Payments
= {3 nvoices
[&1 January-June
[Z1 July-Decemberii:
@ B Administrative/HR
@ B Autofiing SchemaCabinet
@ [E) Copy of Test Cabinet Cabinet

Move Folder
Copy Folder
Clone Folder

Delete Folder

© FileHold Systems Inc. 2010

i l ‘7Accounu’ngllnvoicesIJuIyADecember o
= =

ent Name

Type

+-TP0300018852 Invoice

+-TP0300029031 Invnice

FileHold Toolbar

Admin Library Admin  User: Marvin Mallett

| Help | LogOut

Hy Personal View

Ll

B

Status Last Modified On

Checked In 30412011 1:46:33 PM

Checked In 30412011 1:46:33 P

Metadata & File Properties

Set Defautt View

Click on arrow for context-
sensitive menu

Set a Reminder

Rename Document

Convert To Offiine

Alert e of Changes

Create Shortcut in Folder

History of Changes

The following table describes the functionality of the FileHold Toolbar buttons.

Add File to Folder

Button Description Permissions Needed
Get a copy Makes a copy of the documents to All users with access to the folder.
the local user computer.
Check out Checks out a document for editing. Users with Publisher rights or higher.

Edit metadata

Opens the metadata pane for
editing.

Users with Publisher rights or higher.

Link Creates a link between two or more Users with Publisher rights or higher.
documents.
Move/copy Moves or copies the document from | Users with Organizer rights or
one area in the Library to another. higher.
Delete Deletes a document from the Library. | Users with Publisher plus Delete
Deleted documents can be rights or higher.
recovered by a Library Administrator
before a set amount of time. See the
Library Administration Guide.
Convert to Converts the document to an offline Users with Organizer rights or
offline document. Offline documents are higher.

those documents that are stored
outside the FileHold repository, such
as a library, file room or filing
cabinet.

Send to > Tray

Adds the document to your
document tray.

All users with access to the folder.

Send to >
Virtual folder

Sends the document to a Virtual
folder. A Virtual folder must be
available or created.

All users with access to the folder.

Send to >
Email

Emails the document as an
attachment or as a link in the body of
an email.

Users with Publisher rights or higher
and email settings have been

enabled by the Library Administrator.

10
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Library archive

Button Description Permissions Needed
Send to > Checks the document out and sends | Users with Publisher rights or higher
Email and it in an email attachment or as a link | and email settings have been
check out in the body of an email. enabled by the Library Administrator.
Send to > Sends the document to the Archive. Users must be a member of the

System Administrators / Senior
Library Administrators group OR a
member of the Library Administrators
group which is the owner of the
cabinet where the document
belongs.

2.4. MICROSOFT OFFICE APPLICATIONS

FileHold supports access to files when using Microsoft Word, Excel, Outlook, PowerPoint or

Visio applications.

The FileHold Desktop Application must be installed and the user must be logged in to use the
FileHold Office Toolbar and menu commands. When using Microsoft Office 2007, the FileHold
toolbar and menu will appear in the application toolbar under the Add-Ins tab. In Microsoft

Office 2003, the menu items are under the File menu.

EiT‘ Edit Wiew Insert Format  Tools  Table
1 Hew...
.= Open... Ctrl+0
Close
Save Chrl+5

Sawve As...

‘{ﬁ Browse FileHold

Sawve as Web Page. ..

| Send ko FileHold L4 | E"u‘-‘ Add Document
@ Check In Document

o:l File Search. ..

|Qg Send Review / Approval Fefdback|

Permission 3

Office 2003
(Ca)\d -0 )+
- Home Insert Page Layout References Mailings Review View Developer Add-Ins
£ Browse FileHold 55 [ [(J [ [ )
Send to FileHold ~
Menu Commands Custom Toolbars
Office 2007

Using the FileHold Toolbar and menu commands you can browse the Library, add a document,
check in a document, send for approval or review (workflow) and in Microsoft Outlook you can
add an attachment to an email from FileHold. See the table below for details.

Button/Menu item

Description

Permissions Needed

&
b / Browse to FileHold

Opens the Get From FileHold
window where you can select which

All users with access to
the folder.
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< Hold

11




FileHold

End User Guide

12

document you want in the Library.

@‘ / Send to FileHold >
Add Document.

Opens the Add Document to
FileHold window where you can
select the location in the Library and
enter metadata for the document.

Users with Publisher
rights or higher.

Q / Send to FileHold >
Check In Document

Opens the Check Document Back
Into FileHold window where you can
check your document back into the
Library.

Users with Publisher
rights or higher

‘& / send to FileHold >
Send Review / Approval
Feedback

Allows you to select the document
you are reviewing or approving and
enter any comments and feedback.

Users with Publisher
rights or higher

N

Opens the Get From FileHold
window where you can select which
document you want in the Library to
add as an attachment to an email.

All users with access to
the folder

< Hold
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When opening FileHold from a Microsoft Office application, the Library tree looks and performs
the same as it does in the web or desktop applications. Users can also see the associated
metadata. In the Get From FileHold window, you can perform various functions such as get a
copy of a document, check it out, rename, delete, view version history, and open the file after it
has been downloaded.

p
@ Get From FileHold

(- Library
(- Canadian Union
& ...Processing Biling
(#-[E ABC Industries
=) B Accounting
[+-{&p Payments
[=-{&P Invoices
i [a] January-June
-] July-December
- Administrative/HR

-~[Z) Copy of Test Cabinet Cabir

-3 Autofiing SchemaCabinet

-3 InvoiceCabinet
#-E Legal
[& Product Development

-2 Professional Services
< ‘ mn

i Invoice-TP0300029031

Metadata | Summary

»

Document Name =+ Type Linked Ver Status Last Modified On
@ @J Invoice-TP0300018852 Invoice 0 1 CheckedIn  04/03/2011 1:46 PM
"LA-\\" % @ 1 ; . 2
Library
Documents

Metadata pane

Type: Invoice L’ Date Sent: Mar-04-2011 [l
PO#: Vendor Name *: ajidioo
Invoice #: 4145895656

Open File Options

[¥] Open these files after they have been downloaded Save ] [ Get a Copy ] [ Check Out ] [ Cancel

July 2011
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3.

In the Add Document to FileHold window, you can select the location in the Library structure for
the document, fill out the metadata, close the document before adding to the repository, delete
the local copy, and email folder members to notify them that a document has been added to

the folder.

~

-
@ FileHold_EndUser_Guide_v09 - Add Document to FileHold = i =

Linked Status Last Modified On

(= Library - Document Name « Type Ver
=1~ Canadian Union A G = ) o )
{3 Accounting @ _J HolidayPartyBudget - event budgets 2 1 Checked In  08/12/2010 9:56 AM
[+-{ZP Decision Tracking
-9 HJR oy |=| Select the location in the
dipais | Library for the document
[-{3P Legal H
- ...Processing Biling
(- ABC Industries L=
- Accounting
- Administrative/HR 2
£ Fill out the metadata

#- Autofiing SchemaCabinet
[ Copy of Test Cabinet Cabir for the document

- InvoiceCabinet

‘¥ FileHold_EndUser_Guide_v09

Metadata
Type: IHR - event budgets L] Project Code *: |Code 1 l]
Event date *: 03/14/2011 [@~ Notes: -

Add Document Options
[T] Close this document before I add it
Delete the local copy of this file after it has been successfully added

[ add | [ cancel

[T Email notify all folder members that this document has been added to this folder

UNDERSTANDING ROLES, PERMISSIONS, AND ACCESS TO THE LIBRARY

Only users with the correct role can use and manage certain parts of the Library structure.
Your System Administrator assigns users to groups and a role to each group. Your Library
Administrator will have created the Library structure and assigned group membership to the
cabinets, folders, and schemas (document type). The role assigned to the group will determine
what permissions you have in terms of functions in the system and accessing cabinets, folders,

and documents.

The following user roles are shown in the order of least permission to most permission.

NOTE: You can be logged into FDA and the Web Client at the same time but you cannot be
logged into two FDAs or web clients at a time. Only one user account can log into FileHold at a
time.

14
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User Role

Description

Guest User

A Guest User has read-only rights. Guest user accounts allow you to
share a single account with multiple users. You can log into FileHold or a
Guest Portal (Self-Service Portal) with a guest user account.

The Guest Portal is an optional module that allows people to access the
document repository without the need to purchase a fully registered
license. You can purchase guest user licenses in blocks of 50.

You can configure the portal so that it does not require a login. The user
simply visits the URL and the portal page appears. For more information
on the Guest Portal, see the FileHold website.

Read Only

A Read-Only user role may only download or open and read documents
from FileHold. They cannot edit, delete, or create documents. They can
email documents if given this functionality by system administrators.

Document
Publisher

Document Publisher user role can read, add documents that are owned by
them, check-in/check-out, and edit documents and metadata. They cannot
delete any documents including those which they have added to the
system.

Document
Publisher +
Delete

Document Publisher Plus Delete user role can do everything a Document
Publisher can do and delete documents they own.

Publisher

Publisher user role can do everything a Document Publisher can do plus:

i Create new folders and folder groups.

i Copy or move folders and folder groups they have already created.

i Clone folders and folder groups created by other users and become the
owners of the folders / folder groups.

Publishers cannot delete existing documents, folders or folder groups
including those which they have added /created. All documents and
folders created by the Publisher will be owned by them and they cannot
change the ownership.

Publisher +
Delete

Publisher plus Delete user role can do everything that a Publisher can do
plus delete documents, folders and folders group owned (created) by
them.

Organizer

Organizer role user can:

i Move all documents (which they have an access to) in other places in the
library including the documents which they do not own.

i Move, copy or clone all folders and folder groups regardless of their
ownership. In case of cloning they will become the owners of folder /
folder groups. In case of copying and moving the original ownership of
folders / folder groups is preserved.

i Add folders / folder groups (they are the owners) and rename folders and
folder groups.

i Organizers cannot delete documents.

The Organizer role is for users who are responsible for organizing
documents that are scanned or imported into the system or who are
assigned to organize documents added by other users. For example,
organizers would move the documents generated by scanner operators to
their correct folder in the library. Only trusted personnel should be given
this role.

July 2011
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User Role Description
Organizer + Organizer plus Delete role can do everything that Organizers can do plus
Delete delete all documents, folders and folder groups regardless of their
ownership. This organizer and delete role can only do this within Cabinets,
Folders and Schemas that they are a member of.
This role should be used by trusted personnel only.
Cabinet Cabinet Administrators can only administer the cabinets that they own;

Administration

they cannot create cabinets for themselves. They can:

1 Create, edit, and delete drawers, folder groups and folders and manage
their properties (i.e. membership structure).

1 Access all documents (in Publisher and Delete capacity) from anywhere
in the library structure unless they are restricted from that area of the
library structure. If they do not have access to the Cabinet, Folder and
Schema, they will not be able to access the documents.

Library
Administration

Library Administrators can perform, within their cabinets, the same
functions as Cabinet Administrators plus:

1 Create cabinets and manage them in the Library.

TFul'l access t o Adminigtretar vltei@ theylcan manage y
metadata fields, schemas, events, set up workflow templates, manage
numerous global settings (i.e. viewer permissions, search engine settings
reporting services permissions and more),perform various managerial
functions such (as check-in for user, change document owner, recover
deleted document etc.) and access many useful reports and usage logs.

Library Administrators cannot create cabinets for Cabinet Administrators to
own.

Senior Library
Administration

Senior Library Administrators have full control of the FileHold library itself
and Library Administration area. Senior Library Administrators can create
cabinets to be managed by any Library Administrator or Cabinet
Administrator.

System
Administration

System Administrators have complete control of the system. They can
perform all of the functions of all other roles. However, the main tasks of
the System Administrators are to add users to the system (including
assigning the initial password and setting requirements for all new
passwords and ability to self register), assign users to their appropriate
groups, enable document control numbers and version control numbers,
manage user accounts, user groups and the system license pool. The
System Administrator also has access to various global settings (outbound
email, system wide configurations for managing the various documents
format conversion permissions etc.) and as well as user activity reports.

NOTE: All roles provide document emailing capability. This can be disabled on a role by role
basis by a System Administrator in the FileHold Groups area. See the System Administrator
Guide for more information.

The FileHold Desktop Applicationd s

INBOX (SEND TO LIBRARY)

( IAI$ designed to streamline the importing of

legacy documents into the library by removing the bottlenecks associated when adding and
classifying files en masse. The Inbox is a queue or list of files that have not yet been copied to
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the FileHold Server. The Inbox is specific to each user's Desktop Client on their workstation
and user account profile.

The Inbox is the first category visible in the file structure. The Inbox acts as a list of documents
that are queued for processing on the client machine prior to be sent to the Library. All
documents in this list remain on the client machine until they are sent to the server. Files
located in the Inbox will only be ready to be sent to the Library once they have both metadata
(tags) and a destination associated with each file.

Users can quickly add all the files from a network folder to the Inbox to prepare for filing. Files
in the Inbox that still need to have their metadata or destinationss et  wi | | have a statu
Requiredo. Thi s i n fhefarentheycanda filed i thelébag.s s ar y

NOTE: The Inbox is not available in the Web Client interface.

Select View: | Default View
or  Remove From Inbox Edit Metadata Edit Destination Send Send Al Auto-File 7]
Document Name Status Type Coming From Going To Progress
ﬁi] Invoice-TP0300018852 Info Required SetMetadata C:\Usersirenee.FILEHOLD\Documents'My FileHold Documents Set Destination
\?‘i] Invoice-TPO300029031 Info Required SetMetadata C:\Usersyenee,FILEHOLD\DocumentsMy FileHold Documents Set Destination
F‘i] Purchase order - Laptop Info Required SetMetadats C:\Jsers\renee.FILEHOLD\DocumentsiMy FileHold Documents Set Destination
ﬁi] Purchase order - New server Info Required SetMetadata C:\Users\renes.FILEHOLD\Documents\My FileHold Documents Set Destination

The following table describes the functions of the Inbox:

Function Description

+ (Add documents) Adds documents from outside the document management
system.

Remove from Inbox Removes the selected document(s) from the Inbox.

Edit Metadata Allows you to quickly classify documents en-masse.

Select multiple documents to be filed under the same schema
and click Edit Metadata. You can set all the metadata fields to
the same value.

Edit Destination Allows you to quickly select the destination for documents en-
masse.

Select multiple documents to be filed under the same folder
and click Edit Destination. You can set the destination to the
same folder.

Send Sends a single document to the Library. The metadata and
the destination must be set in order to send a document to
the repository.

Send All Sends all documents that have set metadata and destination
to the library.

Auto-File Automatically files documents in folders. This needs to be
configured. See the Library Administration Guide for
information on Auto-filing.
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5. MY FILEHOLD

The My FileHold area of FileHold provides views of documents that are unique to each user. In
other words, it is a personal document workspace for you. This area allows you to access the
documents that you use most frequently, documents that you have checked out, documents
that are awaiting your review and/or approval, and any alerts or reminders that you have set on
documents.

- _] Inbox (Send to Library)

&= My FileHold
...’y My Favorites

[] Checked Out Documents

.. "] Document Reminders
[] Recently Accessed

'ﬂa Reviews & Approvals

5.1. MY FAVORITES

My Favorites is a list of files that the user has flagged as favorites. To make a document a
Afavoriteo, ctd thead@cunteht same g0 d turnsyellewt. A yellow star indicates a
favorite document and will show up in the My Favorites list.

Document Name « Type Linked Ver Status Last Modified On
77 @ B 1nvoice-TP0300018852  Invoice 0 CheckedIn  04/03/2011 1:46 PM Edit

1
if:@ewosooozgon Invoice 0 1 CheckedIn 04/03/2011 1:46 PM Edit
Yellow star indicates a

"favourite" document

5.2. CHECKED OUT DOCUMENTS

Checked Out Documents are a listing of documents that the user has checked out of the
system. For more information on how to check a document in and out, see Checking In/Out.

B My Checked Out Documents Select View: | Default View
(&Y of & (=1 =¥ CheckIn

Document Name Location Type Linked Ver Status 1
7 @ E"‘_] FileHold_EndUser_Guide_v09 Product Development / Guides [ User Guide Quality Assurance 0 1 Checked Out 1

5.3. DOCUMENT ALERTS

Document Alerts is a list of notifications received about documents or folders users have
subscribed to. For more information on setting document alerts, see Setting Document Alerts
and Reminders.

18 L Hold July 2011



End User Guide FileHold

5.4. DOCUMENT REMINDERS

Document Reminders is a list of reminders to check on certain documents at a set time. For
more information on document reminders, see Setting Document Alerts and Reminders.

5.5. RECENTLY ADDED AND RECENTLY ACCESSED
Recently Added is a list of files that the user recently added to any location in the document
management system in the last 2 weeks.

Recently Accessed is a list of files recently accessed (opened, checked out/in, reviewed, etc.)
to any location in the document management system in the last 2 weeks.

- My Recently Accessed Documents Select View:  Default View

Document Name Location Type Linked Ver Status Actio
17 @ E‘J FileHold_EndUser_Guide_v0% Product Development / Guides / User Guide Quality Assurance 0 Checked Out Downlo

1
17 @ & nvoice-TP0300018852 Canadian Union / Accounting / AR Invoice 0 2  Checkedin  Checke

6. REVIEWS AND APPROVALS (WORKFLOW)

The Reviews and Approvals area of FileHold allows you to see the tasks (reviews and
approvals) that you are assigned to in a workflow. You can also check the status of a workflow
using the Workflow Status Report.

6.1. WORKFLOW OVERVIEW

The FileHold workflow engine is designed specifically to streamline the review and approval of
files as they proceed through their lifecycle (creation > initiation > review > approval >
completion). In many collaborative work environments, this labor intensive growth stage of the
document is where the most time savings can be realized using the workflow functionality.
Every time a workflow is initiated, a unique workflow instance is created and managed by the
FileHold workflow engine. The workflow engine is designed to manage literally thousands of
simultaneous workflow instances for thousands of files.

Organizations typically must manage a number of internal processes in order to track things
like order processing, purchase requests and travel expenses. Workflow brings order to these
independent processes in a transparent, dynamic, and robust fashion making it a key part of
the document lifecycle. A workflow contains one or more activities (reviews and approvals) to
be completed during the lifecycle of a document. Workflows can be used with all of the
document types: document, record and offline.

Workflows are created by the Library Administrator and associated with schemas (document
type). The workflow must be initiated at the document level by a user of the system. The
initiator can be any user with Document Publisher or higher permission and is a member of the
document schema.

Observers and participants are assigned to the workflow. Groups can be selected as observers
of the workflows but only individual users can be participants. Participants are involved with the
review and approval of the documents but observers do not participate; they can only observe.

Once a workflow has been initiated, the first activity in the workflow begins. In the example
below, the first activity for the participant is to review the document. Participants are notified by
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email or via their My Task list of any new task requiring attention. While the workflow is in
progress, observers can watch over the workflow, modify, or reassign tasks.

When all tasks in the activity are completed, the activity is considered complete and the next
activity begins. On completion of the last activity, the workflow is considered complete. The
time from workflow initiation to completion can be from hours to months to years depending on
the process being managed.

The basic elements and roles of users involved in a simple workflow can be seen in the
diagram below.

FileHold Workflow Process

%

Workflow Initiator

Reviewers notified of
Workflow activity via email
and/or in the Reviews &
Approvals area of FileHold

.

Y
|

Comments and Document Reviewers

feedback provided by
Reviewers

Approvers notified of Observers
(=2 Workflow activity via email
and/or in the Reviews &

Approvals area of FileHold

— Document
rejected. Workflow
Document Approvers terminated.

Document approved by entering
FileHold password. Workflow complete.

20
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6.2. INITIATING A WORKFLOW

Initiating a workflow can be done by anyone with Document Publisher or higher permissions.
Once initiated, workflows are considered complete when all activities are completed or the
workflow is canceled or the document is not approved.

Workflows can only be initiated on single version of a document and it must be checked in.
Workflows can be initiated on documents as soon as they are added to the system.

Users can only initiate workflows from the list of workflow templates that are associated with
the document's schema. The templates are not created by the user; they are created by the
Library Administrator. However, the library administrator can create an ad-hoc template that
leaves all fields to be defined by the initiator. The Library Administrator can also initiate a
workflow for a file in the document management system on behalf of another user.

If someone other than the document owner initiates the workflow, the document owner may be
an observer if the Library Administrator has configured the workflow to allow this. Initiators may
be able define the observers of a workflow depending on how the Library Administrator has
configured the template. For more information on creating workflow templates, see the Library
Administration Guide.

Workflows cannot be initiated on the following files in the document management system:
A document version with an existing workflow instance associated with it.
Files stored as records in the document management system.

1

1

i Files stored as Offline Documents in the document management system.

1  Shortcuts to documents located elsewhere in the document management system.
1

Documents with a status of checked out.

TO INITIATE A WORKFLOW

1. Right-click on a file that is associated with a schema workflow and select Workflow >
Initiate Workflow name.

NOTE: The if the document is not associated with a schema with a workflow template applied
to it, this option will not be available.

2. The workflow template opens. If the Library Administrator created an ad-hoc workflow
template, you can fill in the following fields:

Field Description

Workflow Name The workflow name is set by the Library Administrator when
creating the workflow template and cannot be modified by a
workflow initiator.

Workflow Description Description of what the workflow is designed to accomplish. This
is usually set by the Library Administrator.

Hide This Version of the When selected, it hides the version of the document that is

Document until it is undergoing a workflow process. Only those participants, initiator,

Approved document owner, Library Administrator, and observers in the
workflow can see the document in the Library.

Email Notification Defines the number of days before an activity becomes overdue.
An email is sent to the person responsible for completing the
task.
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Field

Description

Observers

Designated users that are allowed to observe the workflow as it
proceeds. Observers will be able to view the ongoing status of a
workflow from their status report. Observers are not participants
and have no tasks to complete.

Depending on how your Library Administrator has configured the
workflow template, you may be able to set the observers for the
workflow. Click the € button to select the users or groups to
observe the workflow.

Allow document version
owner to observe the
workflow

When selected, allows the document owner to observe but not
participate in the workflow process.

Workflow Activity number

States the order in which the activities are performed.

Reviewers/ Approvers

Reviewers are those tasked with looking over a document for
completeness and accuracy.

Approvers are those tasked with actually approving the document
for organizational use.

Depending on how your Library Administrator has configured the
workflow template, you may be able to set the
reviewers/approvers for the workflow. Click the € button to select
the users to approve or review the document in the workflow

Due by

The number of days that the activity is due after the workflow has
been initiated.

Task Instructions

Any specific instructions to be included for the participant.
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-
Initiate Purchase request approval over $1000 Workflow

DocumentﬁWm%ﬁow Nr&naseorder-l.aptbp

Workflow Description All purchase requests over $1000 must be reviewed by Purchasing and approved by CFO. a |

[] Hide this version of the document until the document is approved.

Email notification [7] Notify ‘ 1 ‘ day(s) before for tasks that are going to be overdue.

Observers = l ‘

[] Allow document version owner to observe the workflow,

Reviewers Marvin Mallett a [ \
Due By 1 days after workflow initiation
Task Instructions  Review purchase order for cost. =

Approvers Sabine Marie ~ o
Due By 2 days after previous task is complete
Task Instructions  Approve invoice for purchase. -

3. Click OK. A message will display confirming initiation.

6.3. VIEWING WORKFLOW TASKS

A list of all workflow tasks assigned to a specific user is accessible to them through the
document management system by selecting Review and Approvals > My Tasks from the My
FileHold area.

L ety 1w

=& _Reviews & Approvals

- {-42 My Tasks (1 new) |
Waorkflow Status Report

[ I =

The My Tasks list shows all active document review or document approval tasks assigned or
delegated to the user. Previously completed or cancelled tasks do not appear in the list. Once
a workflow is initiated, an email will be sent to the user (if configured) notifying them of a
workflow task. You can also see your tasks in the My Tasks list.
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6.4.

6.4.1.

Library

] Inbox (Send to Library) -
)-8 My FileHold
.7 My Favorites
[ Checked Out Documents
] Document Alerts Task Document Name - Ver Workflow On Behalf of Task Description Initiator Assigned
[] Document Reminders
[ Recently Accessed =
[ Recently Added Review | ] purchase order - Laptop 2 Purchase request approval over §1000 Review purchase order for cost. Marvin Mallett  16/03/2011

| ‘: My Workflow Tasks Select View: = Default View

Delegate Tasks

Review | B p.0.-ysadm_Chatlog_04032011 2 Purchase request approval over $1000 Review purchase order for cost. sysadm sysadm 10/03/2011

From the My Tasks list, you can:
I  Submit a review or approval.

View the sign-off sheet.

View the workflow history.

1
1
1 Cancel the workflow.
1

Delegate a task to another user.

1 Get a local copy of the document under review or approval.

NOTE: Library administrators can set up workflow templates to send out email notices when an
assigned task is about to be overdue. See the Library Administration Guide for details.

REVIEWING AND APPROVING DOCUMENTS

There are two types of activities supported by the FileHold: the document approval activity and
the document review activity.

i1 The review activity is designed to facilitate the collection of comments and feedback on a
file from other users.

1 The approval activity is designed to facilitate the formal collection of signatures / approvals
for an individual file version.

You can see what approval and review activities are assigned to you in the Reviews and
Approvals > My Tasks area.

Approving Documents

For a document to be considered approved it must pass through a workflow with at least one
Approval activity. All participants in the approval activity must approve the file for the system to
recognize a file as approved. A document is flagged as "not approved" if the workflow is still in
progress.

If one of the participants of the approval activity does not approve the workflow automatically
ends (even if some tasks have not yet started) and the workflow is cancelled. The document is
marked as "not approved" and kept hidden. This can happen at any step along the way in a
workflow. For example, a file can pass through a first approval activity only to be rejected
during a second approval activity. If the participant in the second activity rejects the document
the activity is terminated, the workflow is terminated, and the document is flagged as "not
approved".

If a version of a document in not approved by one member of the approval team, a new version
of file will have to be added to the system and re-initiated for the workflow to start. The
document needs to go through the entire workflow process before it can be considered
approved and complete.

If a user is both an approver and a reviewer, the file must be reviewed and submitted prior to a
user being able to approve or not approve the file.
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TO APPROVE A DOCUMENT IN FDA OR WEB CLIENT

1. Goto Reviews and Approvals > My Tasks and select a document where the task is set
to Approve.

2. Right-click and select Workflow > Submit Approval.

TIP: In the web client, click on the arrow next to the document name and select Submit
Document Approval.

3. Inthe Submit Approval window, select | Approve This Document or | Do Not Approve
This Document and apply comments to the decision if required.

4 | f you selected fil do not approve this document ¢
Click Browse to locate the file.

NOTE: A user can only associate a feedback document to the file in the event that the file is
not approved.

5. Select the Remove the local copy of this file after my approval has been
successfully sent check box if applicable.

6. Click OK.

In the Please Enter Your Password window, enter your FileHold password. You must
enter your password to approve or reject the document and click OK.

Submit Approval for P.0.-ysadm_Chatlog_04032011 L= |

@ 1 Approve This Document
() 1Do Mot Approve This Document

Comments -

Please Enter Your Password @

In order for you to submit your approval or rejection
of this document you must provide your FileHald
password.

Paseword:  eweswe|

Browse...

Attach Feedback Dodl [

OK ] ’ Cancel

Remi uccessfully sent

Description of Task to be Completed

Approve invoice for purchase. -

[ oK l’ Cancel ]

" ’

NOTE: If you log in to FileHold using a domain (Microsoft Active Directory), enter the same
password for logging into your network.

8. The task is removed from your list. If there is another activity in the workflow, then the task
moves to the next assigned participant. If the document was not approved, then a new
version of the document must be created and checked into FileHold. The workflow will
then need to be re-initiated in order for the workflow to be completed.
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6.4.2.

Reviewing Documents

The review activity can be used alongside one or more review or approval activities as part of a
workflow template or when initiating ad-hoc workflows. Unlike the approval activity, the review
activity does not have the same rules for activity termination. The review approval activity is
considered complete once all participants have completed the task of reviewing the document
and providing comments and/or feedback documents.

Once a review activity is initiated, the document tasks are automatically routed to the
participants and appear in their My Tasks list. Email notification can also alert users when they
are assigned a new task of reviewing a document.

As the activity progresses, participants complete their review tasks by providing comments
and/or attaching feedback to the file. All comments and feedback files are routed back to the
initiator so they can get the feedback they need to continue working on the document.

Documents that are attached to a workflow can be viewed, edited, and given feedback using
the Document Viewer in the FileHold Desktop Application.

When all participants complete all of the review tasks the activity is completed. The next
activity in the workflow will then begin. If this is the last activity in the workflow the workflow will
be marked as complete.

TO REVIEW A DOCUMENT IN FDA OR WEB CLIENT

1. Goto Reviews and Approvals > My Tasks and select a document where the task is set
to Review.

2. Right-click and select Workflow > Submit Review.

TIP: In the web client, click on the arrow next to the document name and select Submit
Document Review.

3. Inthe Comments field, enter your comments for the document.
4. To attach a document containing additional feedback, click Browse to add the file.

5. Select the Remove the local copy of this file after my approval has been
successfully sent check box if applicable.
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s ™
Submit Review of Purchase order - Laptop &J
Comments I recommend that this PO is approved|
Attach Feedback Document

Remove the local copy of this file after my review feedback has been successfully sent

Description of Task to be Completed

Review purchase order for cost.

[ OK ] [ Cancel ]

" J

6. Click OK. The task is removed from your My Tasks list. If there is another activity in the
workflow, then the task moves to the next assigned participant.

6.4.3. Using Microsoft Office Applications for Workflow Tasks

The integration with FileHold allows users to fully interact with their files with Microsoft Office
applications. FileHold supports the completion of workflow tasks from the following Microsoft
Office applications - Word, Excel, PowerPoint, Outlook and Visio.

TO APPROVE OR REVIEW A DOCUMENT USING A MICROSOFT OFFICE APPLICATION

1. Inthe Microsoft Office application, select Browse FileHold from the Add-Ins tab.
NOTE: In Microsoft Office 2003, the FileHold menu items are under the File menu.

2. Inthe Get From FileHold window, select Reviews and Approvals > My Tasks.

3. Select the task you want to complete and click Get a Copy. You can now view the
document before you complete the task activity.

4. To complete the review or approval activity, click Send to FileHold > Send Review /
Approval Feedback in the FileHold toolbar.

5. Select the document that you are reviewing or approving in the list and click OK.

If you are submitting a review, enter your comments, attach a feedback document, and
select any of the options and click OK. For more information about reviewing documents,
see Reviewing Documents on page 26.

i Select the Use Active Document check box to use the file that is currently being
edited to be attached as a feedback document.

7. If you are approving a document, select whether you approve or reject the document,
enter a feedback document (if rejected), and select any of the options and click OK.

1 If you select the Use Active Document check box, the file that the user is currently
editing will be attached as a feedback document
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@ Submit Approval of Purchase order - New server AR X

@ I Approve This Document
") 1 Do Not Approve This Document

Comments -

Use Active Document
Attach Feedback Document Browse...

Close this document after my approval feedback has been successfully sent

Remove the local copy of this file after my approval feedback has been successfully sent

[ OK ][ Cancel ]

6.5. DELEGATING TASKS TO ANOTHER USER

Task delegation is a critical component of any workflow system as it allows work to continue to
flow if a participant is either too busy or unavailable. Once delegated, the user will be notified of
their new tasks.

You can automatically delegate all tasks assigned in the event of vacation or extended
unavailability. Learn more about setting up automatic task delegation in the workflow

preferences.

TO DELEGATE A TASK TO ANOTHER USER

1. Goto Reviews and Approvals > My Tasks or Workflow Status Report. You can
delegate tasks from either location.

2. Select the document that has the workflow task that you wish to delegate and click
Delegate Task.

3. Enter the first or last name or email address of the person you want to delegate the task to
and click Find.

4. Inthe Search Results, select the user and click Select User(s).

The task is now updated for the delegated task. In the Workflow Status Report, you can
see who the task has been delegated to and who it is on behalf of.

Document Name Ver Workflow Initiator Started Due Completed Approved
=] I?‘i] View details
Activity Type Task Participant On Behalf of Comments Attachments Started Due Completed Approved
1 Review 1 Marvin Mallett This document needs to be revised. See attached. 5 16/03/2011 17/03/2011 17/03/2011 Reviewed
2 spproval 1 17/03/2011 18/03/2011

6.6. GET A LOCAL COPY OF THE WORKFLOW DOCUMENT

You can save a copy of the document under the workflow process to your local computer.
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TO GET A LOCAL COPY OF THE WORKFLOW DOCUMENT

1. Goto Reviews and Approvals > My Tasks or Workflow Status Report. You can get a
copy of the document from either location.
Select the document that you want a copy of and click Make a Local Copy @ .

3. Select the location to save the document and click OK. The document is copied to that
location.

6.7. VIEWING THE REVIEW AND APPROVAL HISTORY OF A DOCUMENT

I f the workflow is stildl i n pr oagnpleted theyaandiewt he user &
the history of comments for a workflow in the My Tasks list.

TO VIEW THE WORKFLOW HISTORY

1. Goto Reviews and Approvals > My Tasks and select the document whose history you
want to review.

2. Right-click and select Workflow > View Review and Approval History.
NOTE: In the web client, click on the arrow next to the document name and select Review and
Approval History.

3. The Document Review and Approval History is displayed. You can get a local copy of the
document, download the review feedback documents, view comments or details, or return
to the My Tasks list.

Document Review & Approval History

Qj Back to Folder
Document Name Ver Workflow Initiator Started Due Completed Approved
= [

Activity Type Task Participant On Behalf of Comments Attachments Started Due Completed Approved

g
&
-

1 Review 1 Marvin Mallett This document needs to be revised. See attached. E 15/03/2011 17032011 17/03/2011 Reviewed

2 approval 1 Marvin Mallett Renee Sauve 17/03/2011 18/03/2011 17/03/2011 Approved
3 Approval 1 Sabine Marie 17/03/2011 20/03/2011

6.8. WORKFLOW STATUS REPORTS

The Workflow Status Report shows the status of all workflows that are occurring in the system
that the user is the initiator of, a participant in, or an observer. The report shows the status of
each workflow and each activity and task in the workflow. It also shows if the workflow is in
progress, has been cancelled or has been completed.

Users can access the Workflow Status Report by clicking on the Reviews and Approvals >
Status Report.

- A f

In Reviews and Approvals Status Report pane, you can see a list of all the workflows you were
involved in, what document version was used, the initiator, the start and due dates, the percent
completed, and if it has been approved. Click View Details to review the workflow template
details.
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Click on the + symbol to view the activities in the workflow. The activity type (review or
approval), the participant, the comments, start, due, and completion dates, and if the task has
been completed.

Reviews 8 Approvals Status Report

‘. Cancel Workflow Clear Cancelled Clear Completed Override Task/Activity Delegate Task Print 7
Document Name o Ver Workflow Initiator Started Due Completed Approved
= @] Invoice-TPO300029031 1 Purchase request approval over $5000 sysadm sysadm 15/03/2011 22/03/2011 0% View details
= @] P.0.-ysadm_Chatlog_04032011 2 Purchase request approval over $1000 sysadm sysadm ~ 10/03/2011 18/03/2011 16/03/2011 Approved View details
=) | View details
Activity Type Task Participant On Behalf of Comments Attachments Started Due Completed Approved
1 Review 1 Marvin Mallett Lrecommend that this PO is approved 16/03/2011 17/03/2011 17/03/2011 Reviewed
2 Approval 1 Sabine Marie 17032011 19/03/2011

To view comments that a participant has left for a document, double-click on Comments link.
The Comment Details window displays the comments from that participant and task.

- ™
Comment Details ﬁ

Reviewer arvin Mallett]
Completed 17/03/2011

Comments I recommend that this PO is approved -

TO CLEAR COMPLETED OR CANCELLED WORKFLOWS FROM THE STATUS REPORT

1. Toremove the cancelled or completed workflows from the Workflow Status Report list
click Clear Cancelled or Clear Completed. The Workflow Status Report is removed.

Reviews & Approvals Status Report

4 Cancel Workflow |lC!ear Canceled |Eear Corm'letedllovemde Task/Activity Delegate Task Print i
Document Name ~ Ver ‘Workflow Initiator Started Due Completed Approved
E] @I_] Invoice-TPO300029031 1 Purchase request approval over §5000 sysadm sysadm  15/03/2011 22/03/2011 0% View details
o L] View details
Activity Type  Task Participant On Behalfof Comments Attachments Started Due Completed Approved
1 Review 1 Marvin Mallett I recommend that this PO is approved. 10/03/2011 11/03/2011 16/03/2011 Reviewed
2 Approval 1 Sabine Marie 15/03/2011 18/03/2011 16/03/2011 Approved
@ E3f) purchase order - Laptop 2 Purchase request approval over §1000 Marvin Mallett 16/03/2011 13/03/2011 50% View details

TO PRINT THE LIST OF WORKFLOW STATUS REPORTS
1. Select a Workflow Status Report from the list and click Print. The Print window opens.

2. Select the printer you want to use and click OK.

TO DOWNLOAD A FEEDBACK DOCUMENT

1. Select a Workflow Status Report from the list and click + to expand the activities.

2. Inthe Attachments column, click Save E.
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3. Select the location to save the feedback document and click Save. The document is
downloaded to that location.

6.9. CANCELLING WORKFLOWS

A workflow can be cancelled by the person who initiated it or by a Library or System
Administrator.

TIP: Workflow approvals are automatically cancelled if the document is not approved by a
single participant.

TO CANCEL A WORKFLOW INSTANCE

1. Goto Review and Approvals > Workflow Status Report and select the workflow
instance you wish to cancel.

2. Click Cancel Workflow. All participants in the workflow that had tasks assigned to them
will have the tasks automatically removed from their Task List. If they have set preferences
to alert them of cancelled tasks by email, an email will be sent. See Workflow Preferences
on page 73 for more information.

NOTE: You can also cancel workflows in Reviews and Approvals > My Tasks by right-
clicking on a workflow and selecting Cancel Workflow.

6.10. OVERRIDING WORKFLOW ACTIVITIES AND PARTICPANTS

In some situations, participants or activities in a workflow need to be removed from the
workflow in progress. Overriding a task or activity removes the task or activity from the
workflow instance without affecting the remaining tasks or activities.

Overriding a task or activity is only available to the workflow initiator, Library Administrators or
System Administrators.

Completed tasks and activities cannot be overridden.

To OVERRIDE A TASK OR ACTIVITY

1. Goto Reviews and Approvals > Workflow Status Report and select the workflow that
you want to override.

2. Click the + sign to view the workflow activities/tasks in the workflow. Select the one you
want to override and click Override Task/Activity.

3. Override Workflow Task or Activity window opens. Select one of the following options:

i Override the tasks | have selected. This will mark the task as complete. In the case of
document approval tasks, the remaining users will determine if the document is
approved .

i Override the activities associated with the tasks | have selected. This marks the
activity status as complete. The next activity in the workflow will start. If this is the last
activity in the workflow, the workflow will be marked as complete and the workflow
instance will terminate.

4. Click OK. The Approved status is updated to Overridden. In the example below, the
workflow is considered complete since the last activity in the workflow was overridden.
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Document Name Ver Workflow Initiator Started Due Completed Approved
=] F‘i] Invoice-TPO300029031 1 Purchase request approval over $5000 sysadm sysadm  16/03/2011 20/03/2011 17/03/2011 Approved view details
Activity Type Task Participant On Behalf of Comments Attachments Started Due Completed Approved
1 Review 1 Marvin Mallett This document needs to be revised. See attached. 5 16/03/2011 17/03/2011 17/03(2011 Reviewed
2 Approval 1 Marvin Mallett Renee Sauve 17/03/2011 15/03/2011 17/03/2011 Approved

6.11. VIEWING THE SIGN OFF SHEET

In the Sign-Off Sheet, you are able to view the list of participants that have either approved or
rejected the workflow document, when it was signed off, and if they have signed it off on behalf
of someone else.

TO VIEW THE SIGN OFF SHEET
1. Goto Reviews and Approvals > My Tasks and select a document.

2. Right-click on the document and select Workflow > View Sign-Off Sheet.

3. The Sign-Off Sheet pane appears below the My Tasks list. Click X to close the pane.

-
L 99 My Workflow Tasks Select View:  Default View
| Delegate Tasks 7
Task Document Name Ver Workflow On Behalf of Task Description Initiator Assigned Due Status
Approve @ Purchase order - New server 1 Purchase reguest approval over $5000 Approve invoice for purchase, Basie McMarvin  16,/03/2011 18/03f2011 In Progress
Sign-off Sheet X
Document Name Ver Approver On Behalf of Workflow Initiator Assigned Completed Approval Status
F‘ﬂ Purchase order - New server 1 Renee Sauve Purchase request approval over §5000 Basie McMarvin  16/03/2011 404 FM Pending Approval

7. SEARCHING

You can find a document in FileHold using the powerful and robust search capabilities. There
are three methods of searching for documents in FileHold:

i1 FastFind 8 Use predefined hot-keys to search within FileHold from third party applications.

1 SimpleSearchd The Si mple Search -Fekhedrtoobba#nektGbagl eses
search. FileHold has the ability to recognize, index text and allows users to search content
of all your favorite document types including PDF, Microsoft Office, Zip and many more.
When searching using the full text search, the system searches both the metadata
associated and the content of the document for matches. Full text search is particularly
useful for general searches of files stored in a records management system. For example,
searching the system for all files that make reference to Sarbanes Oxley.

14

L

I l Search I

1 Advanced Search 8 The Advanced Search allows users to use the metadata associated
with a document to help locate the file. This is particularly useful when users have a
specific piece of information they would like to search for; they can drill-down using as
many search parameters as needed.
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7.1.

7.2.

Advanced Search Hide Advanced "f.!"

Invaice [ Vendor Name hd ABC E
File or Metadata v E Search

[[] search Metadata Only  [_] Indude Archivein Search [ Indude All Document Versions || Search Using Historical Metadata Fields

HOW FILEHOLD SEARCHES FOR DOCUMENTS

The following are how the FileHold document management system conducts searches for
documents:

1 When using a search and saved searches, all words within a document and in the
metadata are searched (full-text search).

1  When the user invokes search functionality on a cabinet, drawer, folder group, or folder,
the search will be restricted to the portion of the file structure from which the search was
invoked.

i1  The contents of the Library Archive are NOT included in the search. To expand the search
to include the Library Archive, select the Include in Archive check box in the Advanced
Search options.

1 Documents that have been deleted from the system are not included in the search.

1 Only the latest version of a document is searched. The document usage history and
document version history are not included in the search scope. To expand the search to
include all document versions, select the Include All Document Versions check box in
the Advanced Search options.

1 My FileHold, Search, Saved Searches and Virtual Folders contents are not searched
because these are links to documents and not where the documents reside.

1 Metadata fields that have been edited or deleted are not search. To search using old
metadata field names, select the Search Using Historical Metadata Fields check box in
the Advanced Search options.

HOW TO ACCESS SEARCH

There are several methods in accessing the Search function.

1 Click Search, My Saved Searches, or Public Saved Searches in the Library Tree. Using
Search will search all documents in the Library tree.

= p Search
& My Saved Searches
p Public Saved Searches

1 Usi ng t h elikdis€anch todibardocated in the top right of the window.
yeol >

In FDA
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I - -

In Web Client

1 Right-clicking on a cabinet, drawer, folder group, or folder and selecting Search. This
restricts the search to that location in the Library.

E| Library |_|
: BB Canadian Union

Open Drawer

Sea rEh |

P - Prnt]ﬂgfiﬂ

7.3. SEARCHING AND SECURITY IN THE DOCUMENT MANAGEMENT SYSTEM

Users can only retrieve documents to which they have access. Access is based on user rights
and permissions. Therefore, in order for a user to see a document in their search results they
would have to be a member of the cabinet, folder, and schema that this document belongs to.

7.4. SIMPLE SEARCHES

Simple Search in Fi-l edHebdt aek b-textseiréhoesuyfd er n f ul |
There are two locations where you will find the Simple Search screen:

i Click Search in the Library hierarchy. The simple search form that appears allows users to
search the contents of the entire documents management system using the full text search
engine.

1 The Search field located in the top right hand corner of the FileHold Desktop Application
user interface.

File View Tools Help User: Deborsh Dion 4

S ,.. Search Results

2 o { =1 7 | Save as Saved Search _HighigNeguts @

Simple Search

7.5. ADVANCED SEARCHES

Advanced Search allows you to search by specific metadata fields and other system recorded
information about the document.

Users can combine searches in order to filter results. Users can also choose to search by
metadata only, search the archive, include all versions and search using historical metadata
fields by checking the boxes at the bottom of the advanced search form. See the table below
for search options.

Search option Description

Metadata Field Selector Allows users to select the metadata field they want to search the
document management system with.

Search Operator Selector | Allows users to select an operator to accompany a selected
metadata field. The list of operators are Equal to, Between,
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Search option

Description

Greater than >, Less than <, Greater than or equal to >/=, Less
than or equal to </=, In the list or Is Blank. The list of available
operators is dependent on the type of Metadata field selected.

Search Criteria Value
Select

Allows users to enter a specific search criteria based on the
metadata field and operator selected. The value field is based on
the type of metadata field selected. By default there is only one
value field for each operator.
operator that allows users to search between two values such as
dates.

Add or Remove Search
Rows

The [ -] and [ +] buttons to the right of each row allow users to
remove or add (respectively) rows from the search criteria.
Multiple search rows are joined automatically joined using the
AND operator.

Advanced Metadata
Search Options

Advanced metadata search options allow searches to be
expanded to include all versions of the document, searching of
documents in the Library Archive, searching using historical
metadata fields or search using metadata only.

Metadata Fields used to
refine search

There are a number of metadata fields that a user can select
using the metadata field selector. The same metadata field
selector is used in both the Desktop Application and the web
client.

File Or Metadata

Allows users to add a full text search value to their metadata
search criteria. This hybrid approach can be used to combine the
best aspects of full text and metadata only searching. The same
full text search operators apply to this field as in Full Text
Searching.

Document Name

Searches the system for a file by the name in the search criteria.

Person Allows users to search by a) Documents that they are the owner /
author of b) that other user(s) are owners / authors of.
File Date File Data menu allows users to search by a) Last Modified Date

b) Document Creation Date.

Library Location

Allows users to restrict searching to a specific cabinet, drawer,
folder group or folder in the document management system.

Common MD (metadata)
Fields

Allows users to search by common metadata fields i i.e.
fcustomernameo. The 1list of
customized based on how the library administrator has defined
the document classification standards for the FileHold server.

po

Search by Document Type

Allows users to restrict their search by document type and the
associated metadata. The list of possible document types and
associated metadata fields is customized based on how the
Library Administrator.

July 2011

Special Fields Allows users to search for files by a) folder name b) file type or c)
the FileHold document ID.
Has Markup User can find documents that have been "Marked Up" using the
Brava Viewer Markup Tool.
Has Link Users can find all documents that have been linked with other
Hold %
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Search option Description
documents.

Is Favourite Provides a list of documents that are marked as favourites.

Document Format Search by documents status as a record, document or offline
document.

Event Dates Searches by the date the document is scheduled to be archived
or deleted.

TO ACCESS THE ADVANCED SEARCH FORM
1. Do one of the following:
9 Click Search in the Library hierarchy and click Advanced Search.

i Click the down arrow next to the Search field located in the top right hand corner of
the FileHold Desktop Application user interface.

7.6. SAVED SEARCHES

You can save your searches as a Saved Search. Saved searches can be made personal or
public. Public saved searches are available to other users, while personal saved searches are
only available to the individual that created them.

TO SAVE A SEARCH
1. After performing an advanced search, click Save as Saved Search.
2. Inthe My Saved Searches window, enter a name for the search.

3. If you want to make the search accessible to other users, select the Make this saved
search public check box.

4. Click OK. The Saved Search name is now in the Library hierarchy under Search > My
Saved Searches or My Public Saved Searches.

7.7. USING FASTFIND

FastFind is an optional feature that can search third party applications using hotkeys and return
the search results in FileHold.

Once FastFind is enabled you can use the hotkeys in any third party application. The pre-
defined hotkeys are:

1 Mouse search 8 Alt+S. Activates an on-the-fly screen scraper. When this is done a green
bar appears in the bottom-l ef t corner of the userdés desktop scr
moving their mouse over screen form objects such as data fields or field labels. The text
under the current mouse position is captured and displayed in the green bar. If a user
wishes to search with the captured text they may left click to invoke the FileHold search.
This initiates the Full Text Search and Metadata search in FileHold and the search results
are displayed within FileHoldbés st aStcduatondait sear ch r
any time will stop the mouse search mode.

1 Selection search 8 Ctrl+D. Selection Search is similar to the Clipboard Search (and in fact
is using Clipboard Search as its internal mechanism), however, it uses a one step process
to initiate the search after a user highlights their selection on a business application form or
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as a part of the content of a document opened in a 3rd part application. Invoking Ctrl+D is
all that is needed to initiate search and display results within FileHold application.

1 Clipboard search 8 Alt+C. Users can copy any text from the screen to the Windows
clipboard using tradit i oAitelshoficGtavailalhe immeostu opt i on
Windows applications and then by pressing the Alt+C combination they can activate the
Full Text Search and Metadata search in FileHold and the search results are displayed
within FileHold on the standard search results screen.

Since FastFind uses the contents of the clipboard any string displayed on the screen
which can be copied to the clipboard (similarly to when using the well known Cut/Past
sequence in Windows) can be used as the search criteria including partial highlights of the
text strings.

FastFind must be a purchased option and enabled before the feature will work. You can also
create your own FastFind templates that work with the system. See the online help
documentation for more information.

TO ENABLE FASTFIND

1. Goto File > Preferences and Settings > FastFind Preferences and select the Enable
FastFind check box.

2. Click Apply and then OK.

7.8. SEARCHING FOR PREVIOUS VERSIONS OF A DOCUMENT

For system performance reasons, only the most recent version of the document is included in
the search scope. However, users can use the advanced search setting to include all versions
of documents (most recent and all previous) stored in the document management.

TO SEARCH FOR A PREVIOUS VERSION OF A DOCUMENT
1. Inthe Advanced Search, select the Include All Document Versions check box.

Advanced Search

File or Metadata b E Search

[] search Metadata Only [ Indude Archive in Search | Include All Document Versions ||:| Search Using Historical Metadata Fields

7.9. SEARCHING FOR DOCUMENTS IN A WORKFLOW

You can refine your search criteria to search for documents based on their approval status.
Using Advanced Search, the user can select the Approval Status metadata field for any
document types (schema) as long as that schema has at least one workflow template
associated with it that contains at least one approval activity. Use the Approval Status select
box to choose whether or not the file being searched for is approved or rejected. The Approval
Status field can be used in combination with any other metadata field criteria for searching.

NOTE: If the workflow has NOT been set to hide the file until approval is complete, the file will
be able to be seen by all users with access to the document. If the workflow is set to hide the
document until approval then it will not be able to be seen by users who are not participants in
the workflow instance. All users will be able to see the file once it is approved and the workflow
completed.
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TO SEARCH FOR A DOCUMENT BASED ON APPROVAL STATUS
1. Goto Advanced Search.

2. Click File or Metadata and select Approval Status.
3. Select a qualifier: Equals or In the List.
4

. Select a status: Approved, Pending Approval, Not Approved, or Not Submitted for
Approval.

5. Click Search.

Advanced Search Hide Advanced g

Approval Status w | Equals hd ‘nppmved v' Search

I Search Using Historical Metadata Fields

[[] search Metadata Only  [] Indude Archive in Sear I;:l:nding Approval

Mot Approved
Mot Submitted For Approval Select View: = Default View

/.. Search Results

8. VIRTUAL FOLDERS

A virtual folder does not contain the actual document; it only holds a pointer back to the
document. All virtual folders are private (i.e. unique to the user) unless they are made public.
Public virtual folders can be seen by users with the correct permissions to the documents.

1 Regular Users can create virtual folders for their own use. They cannot be made public.

i Library Administrators can create virtual folders and make them private or public. Public
virtual folders are seen by all users that are given access. Users with access to a virtual
folder will still need the proper permissions to access any documents that are listed.

1 Users have access to Public (or shared) Virtual Folders in both the Web Client and
FileHold Desktop Application. These folders are created and populated by Library
Administrators to collect and disseminate documents to multiple users. Public Virtual
Folders are a perfect way for documents located throughout the FileHold library to be
displayed in one place for access by all users that are given access to by Library
Administrators who assign the membership when creating virtual folders. Library
Administrators can change their personal virtual folders to public and back again.

Virtual folders can be deleted at anytime. The documents contained in a virtual folder are not
deleted from the system. They will still be located in their original folder.

TO ADD A VIRTUAL FOLDER

1. Right click on the Virtual folder section in the FileHold Desktop Application and select Add
Virtual Folder.

Enter the name for the Virtual Folder.
If you are a Library Administrator, you can set the folder as public or private.
Do one of the following:

i Click OK if a private folder.

i Click Next if a public folder.

5. If the Virtual Folder is a public folder, set the security to allow user access and click OK.
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TO DELETE A VIRTUAL FOLDER
1. Right-click the Virtual Folder name from the list and select Delete.

2. Click OK on the warning message to proceed with the deletion process.

9. THE LIBRARY STRUCTURE

9.1.

9.2.

9.3.

The Library structure is created by the Library Administrator. The Library structure serves the
purpose of visually organizing the documents and providing security based on access.

Users of the system only have access to the portion of the file structure that they assigned by
the Library Administrator. See Understanding Roles, Permissions, and Access to the Library on
page 14.

The Library contains Cabinets, Drawers, Folder Groups (this level is optional), and Folders.
Documents are stored within the folders.

CABINETS

Only Library Administrators, Senior Library Administrators, and System Administrators can
create cabinets.

In order for a user to see a cabinet they must be a member of the cabinet. Only members of
cabinets can see and access its content. In order to manage the access to a particular cabinet,
the owner of the cabinet can add and remove member access and permissions.

DRAWERS

Only Cabinet Administrators, Library Administrators, Senior Library Administrators, and System
Administrators can create drawers.

In order for a user to see a drawer they must be a member of the cabinet in which the drawer
resides. The availability of actions is dependent on the rights that users have to the Cabinet
that the drawer resides unless further restrictions have been placed on the drawer by its owner,
the Library Administrator or the Systems Administrator.

FOLDER GROUPS

Folder Groups are intended to be used as an extra layer of division in the Library structure but
their use is optional. Like drawers that divide cabinets into more manageable size; folder
groups divide drawers into more suitably sized portions. Folder groups contain only folders.

In order for a user to see a folder group they must be a member of the cabinet in which the
folder group resides. The availability of actions is dependent on the rights that users have to
the Cabinet that the folder group resides unless further restrictions have been placed on the
folder group by its owner, the Library Administrator or the Systems Administrator.

The following actions can be performed on folder groups:

Action / Function What the Function Does Who Can Access the
Function
Open Folder Group Expands the Folder Group All users with access to the
revealing its contents. Cabinet that the Folder Group
belongs to.
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Action / Function

What the Function Does

Who Can Access the

the Folder Group.

Function
Search Allows users to restrict their All users with access to the
search to files located in the Folder Group.
selected Folder Group.
Properties Displays the Folder Group All users with access to the
Properties. Folder Group.
Add Folder Allows user to add a folder to Users with Publisher or higher

access.

Move Folder Group

Moves the Folder Group to a
different Drawer.

Library Administrator, System
Administrator, or Organizers
only.

Copy Folder Group

Makes a copy of the Folder
Group including all folders and
files it contains.

Library Administrator, System
Administrator, or Organizers
only.

Clone Folder Group
Structure

Makes a copy of the Folder
Group and the folders it
contains. Does not copy
documents in folders.

Library Administrator, System
Administrator, or Organizer
only.

Delete Folder Group

Deletes the Folder Group and
all items it contains.

Library Administrator or
System Administrators only.

TO MANAGE FOLDER GROUPS

1. Right-click on a cabinet and select Manage Folder Groups. The Folder Group list window
opens with a list of existing folder groups.

2. To add a folder group, click Add Folder Group.

3. Enter a Folder Group Name.

4. Select a weight for this folder group from -10 to 10. The higher the weight, the higher the
cabinet name will appear in the Library. Leave this value at 0 if you want the cabinets sorted

alphabetically.

Folder Group List

Py

Add Folder Group

Folder Group Name Weight
Marketing

Support - Materials [v]

Support - Screenshots 0

Support - Training [}

Add Folder Group

i

Folder Group Name Support - Guides|

5. Click Save. The folder group name is added to the list.

40

< Hold

July 2011




End User Guide

FileHold

9.4.

TO ASSIGN A FOLDER GROUP TO A DOCUMENT FOLDER
1. Right-click on a folder in the Library and select Properties.
2. Inthe Folder Group field, do one of the following:
i Select the folder group to which you want this folder to belong from the list.

i To create a new folder group, select Add a New Folder Group and enter the name
in the New Folder Group Name field.

3. Click OK. The folder is moved into the selected folder group.

TO EDIT OR DELETE A FOLDER GROUP NAME

1. Right-click on a folder group in the Library and select Properties.
2. Click Edit Folder Groups.

3. To edit a folder group name, double-click on a folder group.

4

. In the Edit Folder Group window, enter a new name for the folder group and a weight
(optional). The higher the weight, the higher the cabinet name will appear in the Library.
Leave this value at 0 if you want the cabinets sorted alphabetically.

Click Save.

o

6. To delete the folder group, click Delete.

FOLDERS

Only users that are members of a particular folder can access the files that reside in that folder.

When a user with a role of Publisher or higher creates a new folder they must associate groups
(or users) with the folder in order to protect the contents of the folder from unauthorized users.
ONLY groups (or users) associated with a folder will see and have access to the folder.
Permissions can be further restricted once the groups or users are assigned as members.

The groups that are available to be members of the folder are inherited from the Cabinet in
which the folder resides. If you wish to add groups other than the ones that appear in the
Folder properties, the group must first be added at the Cabinet level of the document
management system. After the group is added at the cabinet level, the new group will appear
in the Available FileHold Group listing in the folder properties security section.

The availability of actions is dependent on the rights that users have to the Cabinet that the
folder resides unless further restrictions have been placed on the folder by its owner, the
Library Administrator or the Systems Administrator. The following actions can be performed on
folders:

Action / Function

What the Function Does

Who can Access the
Function

Open Folder

Opens the folders and shows
the files it contains.

All users with access to the
folder based on the folder
membership.

Search

Allows users to restrict their
search to files located in the
selected Folder.

All users with access to the
Folder.

Properties

Displays the Folder
Properties.

All users with access to the
Folder.
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Action / Function

What the Function Does

Who can Access the
Function

Alert Me of Changes

Subscribes the user to be
alerted when certain actions
are performed on the folder
by other users. The types of
actions that trigger alerts are
managed by the users Alert
Preferences. Users can
remove folder alerts from the
My FileHold; Document alerts
page OR select the 'Disable
This Alert' option from the
folder menu.

All users with access to the
Folder.

Disable This Alert Disable the alert for the All users with access to the
Folder. The user will no Folder.
longer be alerted when
certain actions are performed
on this folder. Re-activate the
alert by clicking on the 'Alert
Me of Changes' option in the
folder menu.

Move Folder Moves the Folder to a Users with Publisher or higher
different Drawer or folder access that are the folder
group. owner.

Copy Folder Makes a copy of the Folder. Users with Publisher or higher

access that that are the folder
owner.

Delete Folder

Deletes the Folder and all
documents it contains.

Users with Publisher and
Delete or higher access that
are the folder owner. If the
user is Publisher and Delete
role they must be also be the
owners of all document
versions in the folder before
they can delete a document.

Change Folder Ownership

Changes the ownership of the
folder.

Library Administrators (for
folders they own) and System
Administrators can change all.

TO CREATE A FOLDER

1. Inthe Library, right-click a Drawer or Folder Group and select Add Folder.

2. Enter a Name for the folder.

3. Select afolder owner for the list. Your permissions may be restricted to only allowing
yourself to be the owner of the folder.

4. Select a Default Schema from the list. The list of schemas will be only those that you have

access to.

5. Select a Folder Group from the list (if applicable).
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6. Select a Weight for the folder. The higher the weight of the folder, the higher up the folder
will be in the list (-10 is the highest, 10 is the lowest). To leave the folders alphanumerically
sorted, leave this number 0.

7. Click Next.

8. Inthe Security tab, do the following:

1
1

In the Group By field, select how you want the available FileHold Groups displayed.

In the Available FileHold Groups area, select the groups you want to be able to
access the cabinet and click Add Groups. The group is added to the Current
Members of Cabinet list.

In the Eligible Users in the FileHold Group, select the user you want to be able to
access the cabinet and click Add User. The user is added to the Current Members of
Cabinet list.

To remove a user or group from the cabinet, select the name from the Current
Members of Cabinet list and click Remove Members.

To view all Groups and Users, click Group Members. A new All Groups/Users panel
opens on the right side of the window.

To see which user roles the user or group belongs to, select the user or group name
in the Current Members list and click Effective Permissions. The user role for that
cabinet member will appear in the Effective Permissions list.

To set advanced security options on a user or group, select the user or group name
in the Current Members list and click Advanced Security Options. To modify the
rights, select a user role from the list and click Apply. To revert to the default user
role, click Restore.

Select the Inherit Security Permissions from Cabinet check box if you want to
inherit the security settings from the cabinet that the folder will reside. If you select
this check box, you cannot modify the members of the folder.

9. Click Next.

10. In the Auto-tagging tab, you can set the documents that are added to the folder to be
automatically tagged (metadata automatically added). See the next section Creating Auto-
Tagged Folders for more information.

11. Click Save. The folder is added to the Library structure.

TO EDIT THE FOLDER PROPERTIES

1. Right-click on a folder in the Library and select Properties. The folder properties window
opens.

2. Make any changes to the folder properties and click Save.

TO DELETE A FOLDER

1. Right-click on a folder in the Library and select Delete Folder.

NOTE: You need to have delete permissions in order to delete a folder.

2. You will receive a warning message. Click OK to delete the folder. The folder is removed
from the Library.
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‘Warning

===

i

You are about to delete a Folder, All items contained in this Felder shall
be deleted. This action cannot be un-done, Do you wish to proceed?

oK l [ Cancel

TO COPY A FOLDER

1. To copy a folder, its security, and all of its contents including documents, right-click on the
cabinet and select Copy Folder.

2. Enter a name for the copied folder and click OK. The copied cabinet appears in the Library

hierarchy.

WARNING: Copying large folders and its contents will cause the FileHold server to consume
resources and may slow down the system. We recommend that you do this after business
hours if copying folders containing tens of thousands or many hundreds of thousands of
documents. The amount of time it will take to copy a folder and its contents is dependent on
the server hardware that powers the system; the faster the server hardware the better.

TO CLONE THE FOLDER STRUCTURE

1 To clone a folder, its security, and all of its contents including drawers, folders and folder
groups, right-click on the cabinet and select Clone Folder.

Select a destination in the Library for the cloned folder.

3 Enter a name for the cloned folder and click OK. The cloned folder appears in the Library

hierarchy.

NOTE: Cloning a folder does NOT copy the documents. Use Copy Cabinet to copy folders

and documents.

TO ARCHIVE A FOLDER

1. To send a folder and its contents to the Library Archive, right-click on the folder name and
select Archive Folder.

2. Atthe message prompt, click OK. The folder and its contents are moved to the archive.

-

Warning

[S5C)

l"

You are about to move the Folder to the Library Archive, This action
cannot be un-done, Do you wish to proceed?

oK ] [ Cancel

TO MOVE A FOLDER

1. Right-click on a folder and select Move Folder.

2. Select the destination location by navigating through the Library in the dialog box and click
OK. The folder is moved to the location.
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9.4.1. Creating Auto-Tagged Folders

When documents are added to the system, you need to set the document with metadata in
order to store it in the Library. Auto-tagging removes the manual step of setting the metadata
step out of the process. The metadata values to be automatically applied to all files placed in
the folder with auto-tagging configured. Auto-tagging on a folder is set on a document schema,;
therefore, all files using that schema will use the predefined auto-tags.

TO SET AUTO-TAGGING ON FOLDERS

1. When creating a new folder go to the Auto-Tagging tab or for an existing folder, go to
Folder Name > Properties > Auto-Tagging.

2. Inthe Auto-Tagging tab, select the Enable Auto-tagging check box to have all documents
in this folder automatically Ataggedodo with the
are added to this cabinet. This assumes that all of the documents that are being added to
the cabinet have mostly the same metadata as all the other documents in the cabinet. This
ensures a highly compliant filing system and standardization across all documents within
the cabinet or folder. Users can select to have some standard repetitive metadata added
automatically, manually, or a combination of both.

3. Select the Make this the default auto-tagging settings for all folders in this cabinet if
desired.

4. In the Auto-Tagging Metadata area, select the document schema and the metadata. You do
not have to set all the metadata fields; you can leave them blank for the user to enter them.

5. Click Save.

10.ADDING DOCUMENTS TO FILEHOLD
Users with Document Publisher and higher permissions can add files to the document
management system. Documents can be brought into FileHold using the following methods:
1 Drag and drop 8 Drag and drop a document from your local computer.
i1 Directly within FileHold 8 From the Inbox or a folder location.
i1 From Microsoft Office applications 8 Use the FileHold toolbar to add documents.
1

Watched Folders 8 Documents can be brought into the system automatically from a
scanner location. See Watched Folders for more information.

TO DRAG AND DROP DOCUMENTS
1. Select the files to be transferred to FileHold from the local computer.
2. Drag and drop them to their destination folder or to the Inbox.

3. For files dragged to a folder destination, enter the metadata (unless the folder is auto-
tagged) and click Add. The document is added to the location.
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Metadata & File Properties

- Canadian Union/HR/ 2010 Select View: My Personal View contractmanagementl1

CHIS - RESEY

w Metadata

Document Hame Type Linked Ver Status Last Modified On Appro
Type of Document *
= Type: HR - event budgets (1 document) R - event budgets| -
7 @ &) HolidayPartyBudget HR - event budgets 2 1 CheckedIn 08/12/20109:56 AM Not Sub T BE DT
[Electronic Document - ]

3 Type: Policy (1 document)

7 @ ] Copy of filehold-metadatav1 Policy 0 1 CheckedIn 15/03/20119:53 AM Not Sub Document Name *
contractmanagement1
15 4

Project Code *
Document was draggedto a |Code 1 =

folder location in the Library. Event date *
Enter the metadata and click [#]05/24/2011 B+
Notes:

B Delete the local copy of this file after it has
been successfully added

Fl Email notify all folder members that this Ig
document has been added to this folder

Sa\re & Next

“ M r

4. For files dragged to the Inbox, enter the metadata and select a destination.

1 Click Set Metadata and Set Destination to enter the metadata and select the
destination folder.

i Click Send or Send All to send the document(s) to the folder.

Library Metadata & File Properties

-1 tnbox (5end to Library)

Fy FleHod

7 My Favorites

Checked Out Documenty
[ Document Alerts

-] Document Reminders
[ Recently Accessed

7] Recently Added

Reviews & Approvals

8@ My Tasks
[Ee workflow Stahis Renart

o - Inbox Select View: | Renes No document selected

ob  Remove From Inbox Edit Metadata Edit Destination|(Send S | ‘uto-Flle

Document Name Status File Name Type Coming From ‘Going To
car-Insurance Info Required car-Insurance.png SetMe%ata C:\User...\business_solutions St Destination

/ Set the destination
Set the metadata folder

w Metadata

TO ADD FILES DIRECTLY FROM FILEHOLD
1. From the Inbox or a folder location, click Add File (+ sign).
2. Select the file from the local computer and click OK.

3. |If the file was added to the Inbox, the metadata and destination will need to be set. Click
Set Metadata and Set Destination to enter the information. After the information is
entered, click Send or Send All.

4. If the file was added to a folder, enter the metadata and click Add.

TO ADD FILES FROM MICROSOFT OFFICE APPLICATIONS (EXCLUDING MICROSOFT OUTLOOK)

1. Create or open a document in a Microsoft Office application such as Microsoft Word.
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Save the document to your local computer.

3. In Microsoft Office 2007 or higher, select the Add-In tab and click Add to FileHold (+ sign)
or Send to FileHold > Add Document.

1 For Microsoft Office 2003 users, use the File menu > Add to FileHold.
4. The FileHold Microsoft Office Client window opens.
Select a destination folder and enter the metadata.
Select the following options, if applicable:

i Close the document before | add it 8 Closes the document in the application you are
working in after you have added the file.

91 Delete the local copy of this file after it has been successfully added 6 Deletes the
copy of the file from your local computer after it is added.

1 Email notify all folder members that this document has been added to this folder o
Sends an email alert to all the members of the selected folder.

7. Click Add or Auto-File if you selected a folder that has been auto-tagged.

TO ADD EMAILS FROM MICROSOFT OUTLOOK

Users can save entire emails, including attachments or save just the attachment without the
email. Emails can be brought into the system via drag and drop or using the "Send to FileHold"
command in Microsoft Outlook. Emails are saved as msg files and open in Outlook with their
attachments.

NOTE: You cannot drag and drop an email attachment. You will need to use the Send to
FileHold command.

1. Do one of the following:

i1 From Microsoft Outlook, select one or more emails and drag and drop the files into
either the Inbox or a folder location. Enter the metadata and/or destination
information.

1 From Microsoft Outlook, open an email and go to the Add-Ins tab and click Add to
FileHold (+ sign). Select the folder location and enter the metadata and click Add.

TO ADD ONLY AN ATTACHMENT FROM AN EMAIL

If attachments are saved to the system without the email they are stored in their native format.
1. In Microsoft Outlook, select an email with an attachment.

2. Right-click on the attachment and select Add to FileHold.

3. Select a destination for the document.

4. Enter the metadata for the document.

5. Select the following options, if applicable:

i Close the document before | add it 8 Closes the document in the application you are
working in after you have added the file.

1 Delete the local copy of this file after it has been successfully added 8 Deletes the
copy of the file from your local computer after it is added.

1 Email notify all folder members that this document has been added to this folder &
Sends an email alert to all the members of the selected folder.
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6. Click Add or Auto-File if the document was added to a folder that is auto-tagged.

TO ADD OFFLINE DOCUMENTS

An offline document is something that cannot be stored in the document management system
such as a map, book, or blueprints. An offline document can also point to documents that are
not yet in electronic form such as a location of a folder in a filing cabinet in a historical records
room. You will need to create an offline document schema in order to add offline documents
that have a metadata field that states where the offline document is stored. The schema simply
points to where the document is physically stored.

1. InFDA, go to File > Add Offline Document.

2. Select the Offline Document Schema name. See the Library Administration Guide on how
to create an offline document schema.

3. Fill out the required metadata fields and click Add.

Exporting Documents in a View to a CSV File

From any folder view, search results or other FileHold view, you can export the columns and
associated values to a CSV file. The CSYV file contains information from the entire folder list
columns except for the icons associated with the documents (i.e. favorites and permissions).

TO EXPORT FOLDER CONTENTS TO A CSV FILE

1. Open afolder or do a search to create a list of files to export.

2. Right-click in the column names header and select Export Grids to CSV.

B canadian Union/HR/2010

qe Yy o

Document Name

I Type: HR - event budgets (1 document)
i % F‘i] HolidayPartyBudget
@ Type: Inbound Email (1 document)
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17 @ ‘T‘i] Copy of filehold-metadata-v1 Policy

PR |
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Add /Remove Columns  »

Group By

3

HR - event budg |

[:Export Grids to CSV
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Collapse All Groups

Expand All Groups

Select View:

— Last Modified On Approval Status

08/12/2010 9:56 AM Mot Submitted For Approval

24/05/2011 11:28 AM Mot Submitted For Approval

1 Checked In  15/03/2011 9:53 AM Mot Submitted For Approval

3. Enter a name for the CSV file and select a location to save the document.
4. Click Save.
5. You can now open the document in a spreadsheet.

My Personal View
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A

B

1 |D0cument Name

|Tvpe

2 HolidayPartyBudget
3 |FW Library Admin Training

HR - event
Inbound E

4 Copy of filehold-metadata-vl Policy

5

&

Linked
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0
0

D E
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1 Checked In
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F G
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H
Approval Date

08/12/2010 9:56 Not Submitted For Approval
1 Checked In  24/05/2011 11:28 Mot Submitted For Approval
15/03/2011 9:53 Mot Submitted For Approval
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10.2. ADDING METADATA TO A DOCUMENT

When entering metadata for document, all fields marked with a * indicate that the field is
mandatory and must be filled in. The type of metadata collected for a document type is
determined by how you set up your metadata schema. Metadata is set in the Metadata Pane.

To open the Metadata pane, click %

stion  Help User: Marvin Mallett &~ =

Metadata & File Properties

Select View:

Renee car-Insurance

oF  Remove From Inbox Edic Metadata Edit Destination Send Send Al Auto-Fie

w Metadata
Document Name Status File Name Type Coming From

Going To
Type of Document *
E] Info Required Set Metadata Set Destinatiory || J
-
] final Info Required final.png Set Metadata C:'Program Files (x86)[G...\StampImages Set Destinatior§d Ly Client Amendment Forms "
Client Forms Jul

Employes Forms
Engineering Crawing
Metadata pane Expense Reports

HR - event budgets
Inbound Email e

o Delete the local copy of this file after ithas
been successfully added

o] Email notify all folder members that this g
document has been added to this folder

[ Save I[Save&Next]I Cancel ]
4| 1
|| I m—

Once the metadata has been set, it is displayed in the Metadata Pane along with the file
version properties associated with the selected file. The version properties are displayed below
the metadata properties. Here, the document owner, version number, status, format, URL links,
file type, library location, markup status, and file size can be viewed.
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Metadata & File Properties *

HolidayPartyBudget
This version is Checked In

Type of Document
HR. —[:éent budgets
Document Name
HolidayPartyBudget

Project Code
Code 1

Event date
01/08/2011

Notes:

Version
1 of 1 View all versions

Owner

Sabine Marie added on December-08-10 9:56
AM

Library Status

Checked In

Has Markups

Mo

FileHold ID
1

Format

Electronic Document
Library Location
Canadian Union /HR [ 2010
Document URL

Copy URL

Cnnw FOA ©ink

w Metadata

o~

m

m

TO ENTER METADATA FOR A DOCUMENT

1.

TO EDIT THE METADATA

1. Locate the document whose metadata you want to edit.

Fill in the optional information if needed.

2. Click the Edit button and make any changes.

3. Click Save.

TO USE THE DOCUMENT URL LINKS IN THE METADATA PANE

Enter in all the required information. This is marked with an asterisk *.

Select the Type of Document (schema) from the list. The fields will change depending on
which schema you have chosen.

Select the check box to delete the local copy of the file after it is added to the Library if

Select the check box to email all folder members that a document has been added to the
folder if required.

Click Add or Save & Next to add metadata to the next document in the list.

You can use the document links in the metadata pane to send in an email, add to a web page,
or copy into a document. Depending on how your Library Administrator has configured it, you

may be able to copy either or both the web client link and the FDA links.

1. Select a document from the Library and open the Metadata pane.
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2. To copy the web client link, click Copy URL in the metadata pane.

To copy the FDA link, click Copy FDA Link in the metadata pane.

The link is copied and you can paste the link using Ctrl+V.

To LINK FDA AND WEB CLIENT URLS TO A WEB PAGE

You can link both Web Client URLs and Desktop Client URLs to a web page; however, these
links still use the security set on the document. The user attempting to open a URL must have
the Cabinet, Folder, and Schema permissions in order to access the document.

1. Open the metadata pane for the document's link you want to copy.

2. Under Version Properties > Document URL, click Copy URL for the web client URL or
click Copy FDA Link for the FileHold Desktop Application link.

You can paste these links into your web page using Ctrl+V.

4. When the URL link is clicked from a web page, you will need log in to FileHold; either the
web client or FileHold Desktop Application, depending on the link type. Both the Desktop
Client URL and the Web Client URL are maintained.

5. Once you are in FileHold, the document will appear highlighted in the folder list. You can
get a local copy, check out, view version history, etc.

10.2.1. Workflow documents

You are able to view the status of a workflow in the Metadata and File Properties panel.

TO VIEW THE STATUS OF A WORKFLOW DOCUMENT

1. Select the document whose status you want to view and open the metadata pane.

2. Under Version Properties > Approval Status, view the status of the document. Click on
the link to see the sign-off sheet.

10.3. PERMISSION ICONS

The following permission icons can be seen for each document in the system.

Permission Icon

Description

®

Red, Yellow and Green Dots indicates that the user has full access to
that file in the document management system and is able to read, edit
or delete the document. This document is being stored as an
electronic document type and not as an electronic record and can
therefore have multiple versions associated with it.

o

Red and Yellow Dots indicate that the user can only read or edit the
document.

Red Dot indicates that the user has Read-Only access to the
document.

Gray Dot - indicates that the document is an electronic record and not
an electronic document type. This means that there will only be one
version of this file and there are very strict restrictions for all users for
the deletion of this document.
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Permission Icon

Description

Rectangle with Dot - indicates an external/physical
documents(sometimes called an "off-line documentd for which
metadata is available but there is no electronic file associated with it
in the documents management system

H!

"H" - indicates that the document version is hidden while it is
undergoing a workflow - the "H" is only seen by those that are
observers or participants of the workflow

"I" - indicates that the current document is under workflow. Only
previous versions are available at this time. The "I" is seen by those
who are not observers or participants of the workflow

10.4. DELETING FILES
You may only delete files if you have Publisher + Delete permissions. You will not be able to
delete files if you do not have the correct permissions.
You can delete previous versions of a document.
TO DELETE A FILE
1. Select the document name and click Delete X.

10.5. CHECKING IN AND CHECKING OUT DOCUMENTS
Document version control ensures that changes made to documents are not accidentally
overwritten by otherusers.Checki ng out a document fl ocks?o
from making changes. Users can still get a local copy of the document (read-only) when a
document is checked out.
A unique copy of every version of a file checked into the system is retained to ensure that
documents can be reverted back to a previous version if needed. To view all versions of a
document, see the Version History.
It is important for users to remember to check documents in once they are finished editing.
Users cannot view your changes or check the document out until the document is checked
back in. To view all of the documents that you have checked out, go to My FileHold >
Checked Out Documents.
When the file is checked out, its status is set to Checked Out. In the Version Properties area
of the Metadata pane, you can see who checked out the document and the date and time it
was checked out. When a document is checked in, its status is set to Checked In.
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"; B ) P.0.Sauve_FileHol_17032011 Test 0 1 Checked In 17/03/2011 3:58 PM Continents >North America >Canada >British

Columbia >Burnaby
g .0, -ysadm_Self-5e_| =3 = ecked In 04y -

&@ P.O dm_Self-5e_07042011 Test o Checked I 07/04/2011 10:07 AM
T .0, -ysadm_Use of _| =3 pi} e u 04y :

(7] b p.o dm_L f _06042011 Test 1 Checked Out 06/04/2011 3:46 PM

Checked In Status

w Version Properties

Checked Out Status
Version

1 of 1 View all versions

Owner

Marvin Mallett added on March-14-11 4:06 PM

m

Library Status
When and who checked out Checked Out by Marvin Mallett on March-15-11
the document 9:18 AM

TO CHECK OUT A DOCUMENT

1. Locate the document you want to check out in the Library and do one of the following:

9 Click Check Out 4 from the toolbar.
i Right-click and select Check Out This Document.

i To check out and open the file in its native application, hold the Ctrl key and double-
click the document name.

2. The document status changes to Checked Out and is downloaded to your working folder.
Your working folder is typically C:\Users\username\Documents\My FileHold Documents.

If you selected to check out and open the file, it will open in its native application. For
example, a .doc document will open in Microsoft Word.

10.5.1. Checking in Documents

NOTE: Only the user that checked the document out of the records management system can
check the document back in. You can check in a document from anywhere the document
shows up in the system such as the folder location, My Checked out Documents, or a Microsoft
Office application.

TO CHECK IN FROM MY CHECKED OUT DOCUMENTS
1. Select document and do one of the following:

i Click Check In from the toolbar

1 Right-click on the document name and select Check In This Document.
2. Select the following options:

1 Users can edit the metadata associated with the document after it has been checked
in.

i Users can automatically email notify all folder members that the document has been
checked in to the records management system

To CHECK IN DOCUMENTS FROM MICROSOFT OFFICE AND OUTLOOK

1. From a Microsoft Office application, select Send to FileHold > Check In Document or
click the Check In icon from the FileHold toolbar.

1 In Office 2007 these commands are located in the Add-Ins tab.
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To CHECK IN AN UNCHANGED DOCUMENTS

1. After checking in a document, a window will prompt you to select the new version the
document. At the top of the box is the option 'l have not changed these document(s).
Please undo the check out of these files'. Select the check box to undo the check out
leaving the last version of the document as the most recent version.

i If this option is not selected the when the user clicks the Check-l n butt on,
file will upload to the documents management system as the latest version of the file.

TO CHECK IN MULTIPLE DOCUMENTS
1. Multi-select the documents to check in and click Check In.

i Users can check-in multiple documents onto the document management system
using the FileHold Desktop Application. This option is not available when accessing
the document management system using a web browser.

10.6. MAKING A LOCAL COPY
You can make a copy (download) of a document to your local machine. The document is
downloaded to the working folder location specified in your User Preferences. This is typically
C:\ Users \ username \ Documents \ My FileHold Documents
All users with access to the document can download a copy to their local machine but this
function can be restricted by a Library Administrator.
TO MAKE A LOCAL COPY OF A DOCUMENT
1. Locate the document in the Library and click Make a Local Copy (Y from the toolbar.
2. The document is downloaded to your working folder location.

10.7. EMAILING, AND EMAILING AND CHECKING OUT DOCUMENTS
You are able to email and email and check out documents from the Library. When sending files
from the document management system, it is important to send the file in a manner that allows
the other user to access the information while keeping sensitive data safe.
When emailing a link or attachment, emails retain the properties of your Microsoft Outlook
messages including signature blocks and other added items like legal disclaimers.
There are two ways to send files:
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1 Send as an attachment i Attachments are the most common way of sharing files via email;
however, they are the least secure as anyone who receives the attachment can open the

document.
I./'_,,',\\ HO ™« %)+ (., Untitled - Message (HTML) [= ] E [t
AT L
—/ Message Insert Options Format Text Developer Add-Ins Adobe PDF L7
; - - |[=— 1 ) L -
- | A a7 ||i= 24 ggﬁ a:./‘] U @ v = %
Ee - =N ! .
Paste 'm I Ul|®- A-||= = =|| = 5| Address Check Follow Spelling
F = : Book MNames - Up~ =
Clipboard ™= Basic Text MNames Include M= Options ™ || Proofing

Subject:

Attached: | B]p o, ysadm Use of 06042011 .doce (14 KBl

» 151

Regards,

Renée Sauve

4 M

| »

I Sendasalinki Links are not as common as attachments when sharing documents;
however, they are the most secure. Those that do not permission in the document
management system to access the file will be unable to open the document via the link.
Both the Web Client URL and FDA link are appended to the body of the email.

- ~
ANHIC 2 9)- ftled - (=] ]
| mg \ = r T Untitled - Message (HTML)
~ Message Insert Options Format Text Developer Add-Ins Adobe PDF ':@
] : IS = - &) - -
B (A wE=E-==) 88 %@' U= ¢ s %
Sl 33 i =9 ! .
Paste ‘B I Ul||® - A-||= = =| = 5| Address Check Follow Spelling
- F = = Book MNames - Up~ =
Clipboard ™= Basic Text MNames Include Options ™ || Proofing

This message has not been sent.

» 131

The following documents attached to this mail are stored on the FileHold server. Please click
on the document name to open a web browser and go directly to the document.
P.O.-ysadm Use of 06042011 (View in FDA, View in WebClient)

Regards, I

Renée Sauve
4| m

| »

WARNING: Sending a file using the link is more secure than sending it as an attachment but in
order to access a file via a link, the recipient must also have access to the document in the
system whereas attachments can be opened by anyone who receives them in the email.
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NOTE: Users can also send a link using the Copy URL or Copy FDA Link in the Metadata
pane. The link can then be pasted into an email. See Adding Metadata and File Properties for
more information.

TO EMAIL A DOCUMENT
1. Locate the file you want to email in the Library and click Email =2 on the toolbar.
2. In the Email Attachment Settings window, select one of the following and click OK:
i Attachments to the email i Sends the document as an attachment to the email.

i Links at the end of the email body i Appends the FDA and FOC (web client) to the
body of the email. When a user clicks on the link, the user will need to login to
FileHold to access the document. If the user does not have the correct permissions
they will not be able to access the document.

NOTE: The Library Administrator can configure the system to send files as either an
attachment or as a link or allow the user to decide. If the function is set to allow the user to
decide then they will be prompted to select an option. If not, the file will automatically be
inserted into the email in the format chosen by the Library Administrator. See the Library
Administration Guide for more information.

Email Attachment Settings

How would you like to send selected document(s) ?

Send as |Please select

Please select
AMttachments to the email
Links at the end of the email body m

3. The email message is created in Microsoft Outlook with either the attachment or the links
appended to the body of the email.

TO CHECK OUT AND EMAIL A DOCUMENT
1. Locate the file you want to email in the Library and click Check Out and Email = on the
toolbar.

2. Inthe Email Attachment Settings window, select if you want to send the document as an
attachment or a link and click OK. See the previous section for details.
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FileHold

3. The email message is created in Microsoft Outlook with either the attachment or the links
appended to the body of the email. The document is also checked out of the system.

& Type: Test (3 documents)

7 B "\—!‘J P.0.-Sauve_FileHol_17032011 Test 0 1 Checked In 17/03/2011 3:58 FM
77 6 ™) p.0.-ysadm_Self-5e_07042011 Test o 2 07/04/2011 10:07 AM
DT 1
—— = -+
JE??J\ = . ¥ )5 Untitled - Message (HTML)
=
—/ Message Insert Options Format Text Developer d-Ins Adobe PDF @)
= % TR = =R %
| 2 ||[B o2 o= oz L]
Paste — T Mames Spellin
= 7 |[|e&2 =] - P2 J pv .
Clipboard ™= Basic Text Include T || Proofing
=
L
o
Bee
Subject:
. . - m
The following documents attached to this mai} are stored on the a
FileHold server. Please click on the documentfname to open a web El
‘|| browser and go directly to the document.
P.O.-ysadm Use of 06042011 (View in FDA, View in WebClient)

10.8. LINKING DOCUMENTS

The ability to link documents together is a key feature that helps to organize documents into
logical groups. Links give users quick and efficient access to files that are related to the
document they are working with no matter where the file is stored in the Library. For example,

a master contract document may be linked to its amendments.

The Linked column is visible in the folder view and shows the total number of documents that
are directly linked to that document. These links may be of either parent or child relationship.

Linking maintains a parent-child relationship between the documents that are linked together.

document ,
refer

I n ot her words, one
the Achildreno, wi ||
the parent document in the linking relationship.

t o.

t he

When | i

Aparent o,
ng

nki

You are able to link documents that are in the same folder or from disparate areas of the
Library. To link documents in disparate areas, see Linking Documents in the Document Tray.

TO VIEW DOCUMENT LINKS

1. From the Linked column, double-click on the linked number.

2. The Documents linked to Document Name panel opens. All of the documents that are

linked to the selected document are shown.

3. Click on the Up or Down arrow in the Parent/Child column to view the parents (Up arrow)

or children (Down arrow) of the linked document.

R
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- FileHold Product Documentation/ 10 Version/Guides

CENC RS JRECEY 4

Document Name 4 File Name Type Linked Ver
i @ Z 2011-02-25.14.,21.48.89-00002 2011-02-25.14.21.48.89-00002.PDF FileHold Product a 1
3 © ] FileHold_EndUser_Guide_v03 FileHold_EndUser_Guide_v09.docx FileHold Product 1] 3
o] 1 1
w D @] FileHold_SystemAdministrator_Guide_v 10 FileHold_SystemAdministrator_Guide_v10.docx  FileHold Product i 5

Select View: | My Personal View

Status Last Modified On
Checked In 25/02/2011 2:23 PM
Checked Out  18/03/2011 3:25PM

Checked In 04/04/2011 3:06 PM

mm

Documents Linked to FileHold_LibraryAdministrator_Guide new

Document Name . Parent / Child Location

77 @ B FileHold_SystemAdministrator_Guide _v 10 FileHold Product Documentation / 10 Version / G... FileHold Product 1 5

Type Linked Ver Status Last Modified On
Checked In  04/04/2011 3:06 FM

|
* o I -

T

TO CREATE A LINK BETWEEN TWO OR MORE DOCUMENTS IN THE SAME FOLDER

1. Select the files that are to be linked within a folder. At least two files must be selected.

2. Click Link.
3.1l n the Create Links Between Documents window,
list and click Link. The other files are considered fichi

The documents are linked.

TO REMOVE DOCUMENT LINKS

1. From the Linked column, double-click on the linked number.

2. The Documents linked to Document Name panel opens. All of the documents that are

linked to the selected document are shown.

3. Select the document and click Remove Link. The link will be removed.

10.9. CREATING SHORTCUTS TO DOCUMENTS

Document shortcuts allow you to create and place shortcuts to documents in any folder that the
user has access to in the Library. Users with Publisher role or higher can create shortcuts

between several folders that they have access to.

Creating shortcuts does not make a copy of the document; it is only a link to the original

document location.

TO CREATE A DOCUMENT SHORTCUT

1. Right click on the document and select Create Shortcut.

2. Choose a folder in the Library that you want to put the shortcut in and click OK.
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Select a folder in which you want to create the document shortcut

= E@Library pE
= [EJcanadian Union
@ (SfAcoounting
[ {SPDecision Tracking
= EFHR
2010
@Legal
= EJABC Industries
= (E§2009
& [SiDetroit
= fiToronto
[JAccounting
CeFax
I__-lPurchﬁsing
[&15canned Nocument

m

Selected: Library / ABC Industries / 2009/ Toronto / Accounting

| Ok || Cancel |

3. The location of the document shortcut opens. The document will have an icon with an

arrow on it ] indicating that is a shortcut.

10.10.RENAMING DOCUMENTS

You are able to rename documents in the Library if you have access and have a role of
Publisher or higher.

TO RENAME A DOCUMENT
1. Right-click on a document and select Rename.
1 You can also click the Edit link.

2. Enter a new name for the document and click Save.

@ Type: Engineering Drawing (2 documents)

7 B D wing Engineering Drawing 0 1 Checked In~ 08/12/2010 2:14PM Edit
i B kad_drawing_1 Engineering Drawing a 1 Checked In ~ 08/12/2010 2:10 PM ave Cancel

10.11.VIEWING VERSION HISTORY

The document management system retains a unique copy of each version of each file as it is

checked out and back into the Library. When a document is checked in and changes have

been made, FileHold automatically creates a new version of the document. FileHold versioning
are simply numbered as 1,2,3,4, and so on. You can create your own numbering system with
document control and version control numbers. See the Library Administration Guide for more

information.

When viewing a list of documents (folder view, search view), only the most recent version of
the document is displayed. The 'Ver' column shows the number of versions of a given
document. You can view previous versions of a file through the version history.
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o (&Y o INEY @

Document Name Type Invoice # Linked Ver Status Last Modified On

& Type: Invoice (3 documents)

7 @ & mnvoice-TPO300018852  Invoice 123445 0 2 |[checkedIn  08/12/2010 12:45FM Edit
7 © B 1nvoice TP0200018851  Invaice 12345 o 1 |checkedIn  08/12/20108:55 AM Edit
7 @ I invoice-TP0300029031  Invoice 238512 o 1 |Checked Out 08/12/2010 12:51PM

TO VIEW PREVIOUS VERSION OF A DOCUMENT

1. Select a document and click on the number of versions link in the Ver column.
A list of the previous versions will appear. You can open these files and use them as they
would the latest version.

TO DELETE A PREVIOUS VERSION OF A DOCUMENT

Library Administrators or document owners that have Publisher + Delete permissions are able
to delete previous versions of files. Document owners may only delete the previous version of
a document whereas Library Administrators can delete any version(s) of the file in the
document management system. This means that the versions shown in the version history list
are the ones that have not been explicitly deleted.

1. View the Version History of a document. Select the version you want to delete and click
Remove (X).

2. Inthe Delete Files window, select a deletion option:
i Delete only the versions of the files | have selected.

i Delete all versions of each file that | have permission to delete.

R

Delete Files

Whatwould you like to delete?

@ Delete only the versions of the files I selected.

() Delete all versions of each file that [ have permission to delete

MNOTE: This delete action cannot be undone. Flease contact your administrator
if you have acddentally deleted file(s).

[ 0K ” Cancel ]

3. Click OK. The version of the document is removed. If you need to recover the document,
contact your Library Administrator.

TO REINSTATE A PREVIOUS VERSION AS THE LATEST VERSION

When viewing previous versions of a document the user can reinstate any of the previous
versions of the document as the latest version.

1. Select a previous version of a document and click Reinstate as Latest Version.
2. Inthe Reinstate as Latest Version window, select one of the following options:
1T Yes, reinstate the selected versionds metadat a.

1 No, keep current metadata values.
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3.

r 1
Reinstate as Latest Version &]

The selected version of FileHold_EndUser_Guide_v049 will be reinstated as the latest version. Do
you want to also reinstate the metadata?

@ Yes, reinstate the selected version's metadata

() Mo, keep current metadata values

[ oK ] [ Cancel

. ’,

Click OK. The document is reinstated as the latest version.

TO VIEW EDITS TO METADATA

The system logs all edits to metadata for each version of a document.

1.

To view the metadata edits for a version of a document, select the version(s) from the
history of versions list and click Edits to Metadata.

To view a detailed description, click Show Metadata Edits link in the Metadata Change
History view. The metadata pane opens with a list of who made the metadata change,
when it was made and what was changed.

10.12.SETTING DOCUMENT ALERTS AND REMINDERS

Document alerts allow you to be alerted of changes that occur to files or folders kept in the
Library. For example, a user in payroll subscribes to an Expense Reports folder that notifies
them of when an expense report needs processing by sending an alert.

Document reminders allow you to be reminded of when a document requires attention in the
future. For example, you can be reminded monthly to update expense reports or to review
yearly employee contracts that are up for renewal.

TO SET AN ALERT ON A FOLDER OR DOCUMENT

1.

2.

Right-click on a folder or document and select:

1 Alert Me of Changes on a folder.

1 Notify Me > Alert Me of Changes on a document.
You will receive amessage st at i pughave substribefil ¥ be alerted when this file
changeso . @IKi c k
If you subscribed to a folder, the folder icon will have an email icon on it 13 AR indicating
you are subscribed to the folder.

You will receive email notifications about your alerts if the system has been configured.
You can also view and manage your alerts in My FileHold > Document Alerts. See how to
manage your alerts.

TO SET A REMINDER ON A DOCUMENT

1. Right-click on a folder or document and select Notify Me > Set a Reminder on a
document.
2. Inthe Add Reminder for Document Name window, enter the date in which you wish to
receive the reminder.
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3. Enter the frequency in which you wish to receive the reminder: Once Only, Daily, Weekly,
Quarterly, Bi-Annually, or Annually.

-

Add Remindear for Work order - 1234 Document @I-E—hj

Set a date and frequency for the reminder

Reminder Date 13/04/2011 E~

Reminder Frequency [Dajly - ]

Cnce Onli

Weekly
Cuarterly
Bi-Annually
Annually

4. Click OK.

You will receive email notifications about your reminders if the system has been
configured. You can also view and manage your alerts in My FileHold > Document
Reminders. See how to manage your reminders.

10.12.1. Managing Alerts and Reminders
Users can view and manage their document subscriptions (alerts and reminders) in the
Document Alerts and Document Reminders areas of My FileHold.

Document reminders are those documents that require attention on a certain date and time
period. You can view your document reminders in My FileHold > Document Reminders. You
may also receive an email notification if your system is configured to do so.

Document alerts are those documents or folders that have been set to trigger an alert. You can
view your document alerts in My FileHold > Document Alerts. You may also receive an emalil
notification if your system is configured to do so. Folder alerts are triggered when:

1 New documents are added to the folder.

1 Documents are transferred to the folders.

1 Documents are deleted from folders.
Document alerts are triggered when:

1 A new version of a document is checked in.

1 Metadata values are updated.

Users must be subscribed to the folder or document prior to receiving an alert. See Setting
Document Alerts and Reminders.

You can determine which type of alerts you want to receive by setting the Alert Preferences.
See Alert Preferences for more information.

TO MARK AN ALERT OR REMINDER AS READ

1. Goto My FileHold > Document Alerts or Document Reminders and select an alert or
reminder.

2. Click Mark as Read. The alert or reminder is removed from the list.
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TO REMOVE AN ALERT OR REMINDER

1. Goto My FileHold > Document Alerts or Document Reminders and click Manage
Alerts or Manage Reminders.

2. Inthe Manage My Alerts or Manage My Reminders window, select the file or folder you
want to remove the subscription to and click Remove X.

r ™
Manage My Alerts M
| Filllw VY C 5
Document Name 4 Location Type

I ar Canadian Union / Accounting Folder Alert
D HolidayPartyBudget Canadian Union /HR [ 2010 File Alert
D P.0.-Sauve_FileHol_17032011 Product Development / Guides | User Guide File Alert
(] P.0.-ysadm_ChatLog_04032011 Legal [ Mortgages / 2010 File Alert
= SysAdmin Product Development / Guides Folder Alert

A A

TIP: You can also disable an alert on a folder or document by right-clicking and selecting
Disable this Alert.

11.LIBRARY ARCHIVE

The Library Archive is the area where documents that are no longer in use but still need to be
kept for historical record purposes reside. Users with appropriate roles and permissions can
move documents from the Library into the Library Archive. Documents can also be moved
automatically into the archive if using a scheduled event. See the Library Administrator Guide
for more information on scheduling events.

TO SEND A DOCUMENT OR FOLDER INTO THE ARCHIVE

1. Right-click on a folder and select Archive Folder or document and select Send to >
Library Archive.

2. The documents and/or folders are sent to the Library Archive and the
Cabinet/Drawer/Folder Group/Folder structure is copied as well.

TO MOVE ARCHIVED DOCUMENTS OR FOLDERS TO THE LIBRARY
1. Inthe Library Archive, select the document or folder and select Copy or Move.
2. Select the Move files to a new location in the Library option and click Next.

3. Select the destination in the Library for the documents or folder and click OK.
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4. Atthe alert message click OK. The documents and/or folder are moved back to the Library.

12.USING THE DOCUMENT TRAY

The Document Tray allows users to collect and perform actions on documents that are filed in
various folders throughout the system. The document tray behaves much like a shopping cart

in an e-commerce application in that it provides a temporary holding bin for documents that
users wish to perform actions on.

The Document Tray helps users perform the same actions on documents that are stored in
different folders. All actions available on the toolbar and right click commands are supported in
the document tray including get copy, check out, move/copy, email, link and delete.

NOTE: Documents that are in the Document Tray are not copied or moved. The Document
Tray is only making reference to the documents located elsewhere in Library.

TO OPEN THE DOCUMENT TRAY

1. In FDA, click on the Document Tray icon g on the lower right side of the screen.

i1 Inthe Web Client, click Document Tray located at the top of the hierarchy panel.

€ FileHold

Document Tray

= & My FileHold

'y Favorites

| »

[ checked Out Documents

m

[ Document Alerts

The Document Tray opens at the bottom of the screen. In FDA, you can adjust the size of
the Document Tray using the slider arrow. The Document Tray in the Web Client is self-
adjusting. It will expand to fit the documents automatically.

Document Tray

w:  Default View
Document Name Location Type Linked  Ver  Status  LastModified On
¢ @ @] FileHold_LibraryAdministrator_Guide_new  FileHold Product Documentation / 10 Version /G... FileHold Product (]

CheckedIn  04/04/2011 3:47PM
CheckedIn  17/11/2010 4:09 PM

©7 @ [ FieHold09 loga FileHold Product Documentation / 09 Version /M... Fileriold Product ]

I
Document Tray in FDA
| g Document Tray ‘&' Default View »
|:| Document Name Location Type Linked Ver Status Last Modified On
= TR ',E Extended_Health_Booklet Corporate Policies - Self-Service Portal / Human R... Policy 0 1 Checkedn 3252011 2:46:23 PM
] R ',"__ Medical_Claim_Form Corporate Policies - Self-Service Portal / Human R. Policy 0 1 Checked In 3/25/2011 2:46:24 PM

Document Tray in Web Client
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TO ADD DOCUMENTS TO THE DOCUMENT TRAY

1. There are many ways to send documents to the FileHold to the Document Tray. Do one of
the following:

i1 In FDA, select the document you wish to add to the document tray. Right-click on the
file and select Send to > Document Tray. You can select multiple documents and
send them to the Document Tray en masse.

1 Inthe Web Client, place a check mark next to the documents you want to move into
the Document Tray and select Sent To > Tray.

1 In FDA, drag and drop document(s) from one or more folders and into the Document
Tray.

WARNING: You cannot drag and drop documents in the Web Client.

TO REMOVE FILES FROM THE DOCUMENT TRAY

1. Select the documents you wish to remove from the tray and click Clear.

12.1. LINKING DOCUMENTS IN THE DOCUMENT TRAY

For documents that exist in different folders or areas ofthe Li br ary, you can fAmoveo
documents into the Document Tray and link them together. For example, you can link

documents that all fall under a single project but are in different locations in the Library. You

can link invoices, the project plans, emails, or any other documents relating to the project.

NOTE: Documents that are in the Document Tray are not copied or moved. The Document
Tray is only making reference to the documents located elsewhere in Library.

TO LINK DOCUMENTS IN THE DOCUMENT TRAY
1. " Moveodo all of the documents you want to |ink int

2. Inthe Document Tray, select the files you want to link and right-click to select Link
Documents.

3. Inthe Create Links Between Documentswi ndow, select the fAparentd di
listandclick Link. The other files are considered Achil dr

4. The documents are now linked. You can see how many files a document is linked to in the
Linked column.

Document Tray

Document Name Location Type Linked Ver Status Last Modified On
11 Checked In  04/04/2011 3:47 PM

% rﬂ] FileHold_LibraryAdministrator_Guide_new FileHold Product Documentation / 10 Version / G... FileHold Product 1u
3 Checked In - 04/04/2011 3:06 PM

i @ @ FileHold_SystemAdministrator_Guide_v10 FileHold Product Documentation / 10 Version / G... FileHold Product

13.USING THE DOCUMENT VIEWER

The viewer allows users to open, read and work with a myriad of file formats, even if they do
not have the proper application. The viewer comes with other functionalities that allow users to
convert files and publish them in PDF, TIFF, DWF, CSF formats and it also supports
watermarking and other mark-up features, secure document creation with digital rights
protection, redaction and printing.
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The Brava Document Viewer is an optional component of FileHold and comes with three
licensing options. These options control the type of file formats that a given user can open. The
viewer can only be used by the FileHold Desktop Application (FDA).

TO USE THE DOCUMENT VIEWER

1. Select a document from the Library and click the Document Viewer icon Q in the
bottom right corner of the window.

2. Alternatively, right-click on a document and select Open in Document Viewer.

To learn more about these features and what else Brava document viewer can do, click on
Help (?) located in the Brava viewer window.

NOTE: System Administrators are responsible for assigning the viewer licenses.

14. SETTING PREFERENCES

Preferences and Settings allows you to modify the document management system to suit your
personal needs. You can modify your password, document list views, document alerts,
workflow and FastFind preferences (if you have purchased the FastFind option).

TO SET PREFERENCES
1. Do one of the following:
1 In FDA, goto File > Preferences and Settings.
1 InWeb Client, click the arrow next to My FileHold.
2. Set the following preferences:

1 View Preferences

User Preferences

Alert Preferences

FastFind Preferences (FDA only)

il
il
1 Workflow Preferences (FDA only)
1
il

Reset My Password (Web Client only)

14.1. USER PREFERENCES

The User Preferences allows you to edit your contact and password information. This includes
the users account information, contact information, company information as well as default
language preferences.

The General tab contains u s e ac6osint setting information. The Contact and Company tabs
contain user contact and company information respectively. The Advanced tab allows the user
manage many of the window that are displayed by the system.

TO SET THE USER PREFERENCES

1. Goto File > Preferences and Settings > User Preferences.
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The General tab contains the user account information. You are not able to modify your
user name in the User Preferences. Contact your System Administrator if you need to
change your user name.

To change your password, click Change Password. You can only change your password

if you are using a locally-managed account. In the Set Password, enter your old password
and a new password twice and click OK.

NOTE: If you are using a domain user account (Active Directory), you will not be able to
change your password. See your System Administrator.

4. Inthe Language Settings field, select your default language. If the language you want is
not available please contact your System Administrator and ask them about obtaining
additional language packs from FileHold Systems.

5. The Default Local Working Folder is where your working documents are stored on your
local machine. This is the path to where documents are checked out and downloaded. To
change the path, click Browse and select the new working folder location.

rI\-"I).r User Preferences |. 7 &Iw
General | Advanced | Contact Information | Company Information
Logon Settings
First name * Renee Initials
Last name * Sauve
User Logon Mame *  renee
E-mail * rsauve @filehold. com
Change Password. ..
Language Settings
Default Language [Default ']
Default Local Working Folder
File Storage Path C:\Users'renee, FILEHOLD\Documents My FileHold Document:
[ QK ] [ Cancel ] [ Apply ]
6. Inthe Advanced tab, select the settings you want enabled.
1 Show Welcome Screen at Startup i Displays the FileHold Welcome Screen after you
start the FDA.
i1 Prompt me for download location when | make copies of files i Allows you to select a
location on your local machine to save your copied files.
i1 Prompt me for download location when | check out files 1 Allows you to select a
location on your local machine to save your checked out files.
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Prompt me to remove files when sending them from the Inbox i A prompt will ask you
if you want to remove the files from your local machine when sending them from the
Inbox.

Prompt me to clean up my FileHold working folder when I close the FileHold Desktop
Application i A prompt will ask you if you want to remove the files in your working
folder on your local machine when you exit out of FDA.

By default close documents that | add/check in to FileHold i Documents will be
closed in their native application when it is checked in or added to the Library.

By default delete documents that | add/ check in to FileHold i Documents will be
deleted from the working folder on your local machine after they are added or
checked into the Library.

Auto-send documents to Auto-Tagged folders i Documents in the Inbox will be
automatically sent to their location in the Library if the folder is Auto-tagged. You will
not need to click the Auto-File button.

Auto-send documents after completing metadata i Documents in the Inbox will be
automatically sent to their location in the Library after the metadata has been sent.
You will not need to click the Send or Send All button.

Move to recycle bin instead of permanently deleting i Documents that are set to be
deleted after checking in or adding to the Library will be moved to the Recycle Bin on
your local machine instead of being deleted.

Automatically open in the Viewer selected document in Inbox T Any selected
document in the Inbox will open in the Viewer automatically.

Automatically open in the Viewer selected document in folders and search results i
Any selected document in the folder view or search results will open in the Viewer
automatically.

Reset all i Do
fidondét show t
reappear by clicking Reset.

not
his message againo check

7. Inthe Contact Information tab, enter your personal contact information.

8. Inthe Company tab, enter your organization information.
9. Click OK.

14.2. VIEW PREFERENCES
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You

can create or modify fiviewsdo in order t

are several different view types, such as the folder list, checked-out documents, Inbox,
Document Tray, and so on. You can customize each view to display specific columns and
determine how you want the view sorted and grouped. The views can be made private or
public which allows other users to access them. Users can also set a default view which
displays the documents according to the default type unless otherwise specified. Changes to
your view settings will not affect how other users view their folders or lists.

The following is an example of a folder list view. You can change your view type by selecting
an option from the Select View drop-down list.
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The benefit of customizing the views is that the user is able to see key information on a file
without having to open up the file or view its metadata. For example, if a user is working in an
engineering department and the majority of documents to be stored in the library will have a
'Part Number' metadata value associated with it, then the part number field can be added as a
column in the users folder display.

Library Administrators can create views and set them as the system default for all users. They
can also reset the personal views of other users to a global view of their choice. See the
Library Administration Guide for more information.

TO SET YOUR VIEW PREFERENCES

1. GotoFile > Preferences and Settings > View Preferences in or right-click My FileHold
from the Library tree and select View Preferences.

2. In My Global View Preferences window, use the following table to fill out the form.

Field Description

Select View Select the view type you want to customize: Checked Out Documents,

Type Document Alerts, Document Reminders, Document Tray, Folder List, Inbox,
Linked Document List, My Favourites, My Workflow Tasks, Recently
Accessed, Recently Added, Search Results, and Virtual Folder.

For example, Checked out Documents will customize the My FileHold >
Checked out Documents list. Inbox will customize the Inbox view.

Select View Select a view from the list if it already exists for that view.

Add Click Add to create new view. Enter a view name and select if it is a Personal
or Public view and click OK. A personal view will only visible to you while
public views can be seen by all users.

Edit Click Edit to modify the name of the view. Rename the view and/or select a
view type (personal or public) and click OK.

Delete Click Delete to delete a view. Click OK at the confirmation message. The

view is deleted.

Set as System

When logged in as Library or System Administrator, you can add a new

Default View System Default View for the system. When creating a new System Default
View, you must make the new view a Public view. Then click Set as System
Default View. Now all users will see this view when logging onto the system.

Set as My When creating a new view, you can set it as your own default view. This view

Default View overrides the System Default View in any of the view types that do not have a
designated view applied to them.

Create My Create a personal view for a view type not seen by any other user such as

Personal View

personal search view or personal virtual folder.
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