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Step-by-step
instructions:

‘P_

4 © - o =

About this manua

This PRO.FILE manual uses various signs and icons in order to guarantee a good
readability and comfortable handling.

For quicker finding within the manual, step-by-step instructions are marked with a
margin heading.

Menu sequences and function calls Example:

Menu sequences and function calls explained in this 'File" => "New" =>
manual are marked in bold and in quotation marks. "Document description"
Buttons and keys Example:

Keys and buttons are highlighted by angle brackets. "Confirm with <OK>"

Notes and warnings
To highlight special information the following icons are used:

Function call:

"PRO.FILE" => "Extras' => "Options" => "Performance'

Example:

Boxes marked with this icon give subject-relevant examples for the usage of command
lines, configuration strings and other software-relevant entries.

Note:

Boxes marked with this icon contain useful hints on the operation, configuration or
installation of the PRO.FILE software.

Attention:

All information given in these boxes is very important and should be read carefully!
Non-observance of these hints may lead to wrong functioning, display problems or
other negative consequences.

Important notes:

The "stop sign" warns you of possible entry or operation errors, which may lead to loss
of datal

Attention — Undo not possible:

All entries and configurations described in these boxes have to be made carefully,
because they cannot be undone!

PRO.FILE Release 8.7
April 2017
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How to search,
find and open?

PRO.FILE for Beginners: Search, Find and open

This chapter is a basic course for users who might be taking their first steps with
PRO.FILE or who have a limited knowledge of how to use the EDM/PDM system
PRO.FILE.

This manual is to give you a quick introduction into the operation of PRO.FILE and to
provide answers to the question:

Therefore the basic functions of PRO.FILE are listed in the following chapters:

Step 1: How to start PRO.FILE?
Step 2: How to start the PRO.FILE search?

Step 3: Search result — get the information

Step 4: How to open document files?

Step 5: How to exit PRO.FILE

You want to know how to use PRO.FILE with tips and tricks2 See the following chapters:

Tip 1: Use the list functions

Tip 2: Customize the GUI to your needs

Tip 3: Save your searches

Tip 4: Export the contents of lists and browser displays to Excel

More information and overviews for a better understanding can be found in the last
chapters:

e  More information to look up

e The dependent tabs in PRO.FILE

e The buttons — an overview

For further information on PRO.FILE and detailed descriptions please refer to the

Manual "PRO.FILE for Advanced".

Note: Everything installed?

In order for you to be able to follow the instructions of this manual, PRO.FILE has to be
installed on your workstation.

Should this not be the case, please contact your system administrator.

PRO.FILE Release 8.7
April 2017
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1.1

Login

Step 1: How to start PRO.FILE?

You can start PRO.FILE in two ways:

Via the Windows start menu "Start"

=> "All Programs" -> "PROCAD" - Apps
> "PRO.FILE" or via Apps sorted by
name => "PRO.FILE"

Adobe Acrobat9/Pro

&) PROFILE

&> Duplexing/Wizard

% Data Profile/\Viewer
Project.Gonversion Wizard

By double-clicking the PRO.FILE icon on your desktop.

Once the application starts, the PRO.FILE login-mask appears.

When you start PRO.FILE you will be asked to enter your login data.

1.

Enter your user name in the
field "user" in the PRO.FILE
Login Mask. PRO.FILE S .

Click or use TAB for the field
"password". Enter your
password.

Confirm your entries with
<login> or return.

= The PRO.FILE Cockpit is displayed.

Note: Windows auto start feature

If no PRO.FILE login window appears when you start PRO.FILE, and the PRO.FILE
Cockpit is displayed immediately instead, this means the auto start function is activated
on your workstation.

This means that for the login of a user in PRO.FILE, the user name from Windows
will be used.

An additional registration is not necessary. You can start now straight away to
work in PRO.FILE.

PRO.FILE Release 8.7
April 2017
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Operation PRO.FILE for Beginners The PRO.FILE Cockpit

1.2

The PRO.FILE Cockpit

If you started PRO.FILE successfully in the above described way, the PRO.FILE GUI
appears on your display.

PROFILE V8 - PROCAD (Beta)

document part project Folder objects
Create | cumentview |
;
4 [0 Tasks(3)
[, Current tasks (3)
@ Upcoming tasks FULL TEXT SEARCH
& Coreteotints PROFILLE 377 ‘ I -
C, SmartSearch
4 ¢ Favorites
SEARCH CREATE
© [] Public saved searches
4 2 PROCAD {t ]
2 B s | wm | =g T
4 [ Saved Searches ' \ y \ L2
Document Part Project Process Document Part Project Process
[B) Meine Zeichnungen
B Frojekt 10125
) Tetdon S =4 bd i = & 5
[ verlagen Task Transmittal Folder Task Transmitts] Folder
7] Subscriptions
[ Folders !
& Projects RECENTLY USED
_ pae [ Docurens andpars Projects Transmitals Processes Task Folders
DoNo. TypeofDocume W LK Previe © Status Project no. Projectdescr. created from created on 3
2
1 107ee2 CAD-Dokument ug [[F475Y] in earbeitung PROCAD 24022017 E
=
1) 107688 CAD-Dokument dug q in Bearbeitung PROCAD 24022017 5
n g
0 107620 CAD-Dokument g . in Besrbeitung PROCAD 24022017 =
0 10761 CAD-Dokument g . in Bearbeitung PROCAD 24022017
1) 107618 CAD-Dokument g . in Besrbeitung PROCAD 24022017
v
< >
< >

Note: The Cockpit can be configured

The distribution and position of "Widgets" in the PRO.FILE Cockpit can be configured.
The descriptions in this manual may therefore differ from the situation on your
computer. For further information see the manual "PRO.FILE for Advanced".

The Cockpit is your starting point for the working with PRO.FILE. It offers quick access to
all important functions.

The PRO.FILE Cockpit offers three different options for the quick access to data:

e Search:

In order to access data records and to display them in PRO.FILE, a selection has to
be made. This selection can be made by clicking the corresponding icons in the
section "Search" in the PRO.FILE Cockpit.

SEARCH
B | = | ® ]| 2|[&]| @] m
Document Part Project Process Task Transmittal Folder

PRO.FILE Release 8.7
April 2017
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The PRO.FILE Cockpit

These functions can also be found in the "Search™ menu in the PRO.FILE ribbon.

e  Full-text search:

The input field "Full text search" in the upper right area of the Cockpit allows you to
search the document descriptions as well as the attached files or other records
(parts, projects, transmittals, processes, tasks) in PRO.FILE for a certain keyword.
Simply enter the word you are searching for into this field and use the drop down

menu 7 to select the objects you want to search in.

FULL TEXT SEARCH
| @ -
"'f.;‘l Part
|__|:E,' Document
CREATE ﬁ Project
D ﬁ' ? ﬁ Transmittal
= 3 = 3 '?[.;":{ Process
Document Part Project [[T__é' Tack
EFQ Folder
—=- — [ =

The, click on the corresponding icon and <Enter> in order to start the full-text

search.

@ Note: Full-text search needs to be configured

If you want to use this function, the full-text search has to be configured by your

administrator!

e Accessing recently used objects:

You can find a list of recently used obijects in the lower area of the Cockpit.

e You can RECENTLY USED
Parts

use the .
various tabs 0 s
to select the ol o
object type e
that you

. 1 107618
want listed:

I 107812

e The list will always contain the last 30 objects that were used.

Documents and parts Projects

Processes

Task Folders

TypeofDocume W LK

CAD-Dokument

CAD-Dokument

CAD-Dokument

CAD-Dokument

CAD-Dokument

Previe © Stahs

dwg IZ}H‘" in Bearbeitung

dwg in Bearbsitung

s . A
s . —
s . —

Project no.

Projectdescr.  created from

PROCAD

PROCAD

PROCAD

PROCAD

PROCAD

e Double-clicking a list entry allows you to access the data record in a form

view.

e Within the list you can also use the context menu of the right mouse button to
open a menu with display and editing options.

PRO.FILE Release 8.7
April 2017
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Overview: the elements of the PRO.FILE window

1.3

1.3.1

This Cockpit will always remain open, even after further list, form or browser views were

activated, and can be accessed via the "Cockpit" tab.

Note: Access to recently used documents via the PRO.FILE Jumplist

In the Windows taskbar, the list of recently used documents
can be accessed via the PRO.FILE program icon.

Click on the PRO.FILE icon with the right mouse button and
select the desired document from the list "Recently used".

The selected document record is then displayed in PRO.FILE.

Recently used
14500 PLM Outbox to ERP A 0 ver...
15068 PLM IDR Process PLM Out...
13340 000000000 0.00000000 PL...
[F] 15378 PLM IDR Process PLM Tran...
[B] 15369 CAD Model 3D Model PLM...
15370 CAD Model 30 Model PLM...
15372 CAD Model 3D Model PLM...
15364 CAD Model 30 Model PLM...
15365 CAD Model 30 Model PLM...
15366 CAD Model 30 Model PLM...

PRO.FILE
o Unpin this program from taskbar
Bl Close window

Overview: the elements of the PRO.FILE window

The following elements of the PRO.FILE window will be described in the following

chapters:

e The title bar
e The register tabs

e  The menu ribbon of PRO.FILE

The title bar

The title bar contains
different types of
information that are
dependent on your
system configuration.

Start

In the standard
installation, the
PRO.FILE title bar

includes:

e The name of the logged in user:

PRO.FILE V8 - PROCAD

In this example "PROCAD". All actions in PRO.FILE are then carried out with the
access authority and rights that the user has been assigned. All changes that are

carried out are protocolled in this login.

PRO.FILE Release 8.7
April 2017
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1.3.2

Context-sensitive
menus

e Information on the actual activated project.

This activated project will have all of the created data assigned to it. If there is no
project active, the space in the title bar remains empty.

e The role of the PRO.FILE registered user within the project.

Via the project role, the user access authorities and rights are set for the active
project.

The register tabs

The register tabs PRO.FILE V8 - PROCAD
make the necessary N Search  Window
menus and .
. . B LSE 5 o

functions therein - - -

. Mew Mew  Mew Mew Refresh
OVG||Gb|e to you. document part project  objects ~

Create | Currentdisplay |

Each menu shows the corresponding groups of functions when the tab is selected.

Furthermore, a context menu is always available within the PRO.FILE GUI that can be
accessed via a right mouse click. This context menu largely is the same as the "Edit"
menu

The PRO.FILE menus as well as the individually available menu items are context-
sensitive: this means that PRO.FILE will always provide you with those functions that fit
the currently active object. This means that the editing functions that appear for an
active part are different from those that appear for an active document. The affected
menus will also change if an object is displayed in a list or a form view.

PRO.FILE Release 8.7
April 2017
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1.3.3

The menu ribbon of PRO.FILE

The ribbons of the selected tabs make the most important functions directly available.

PRO.FILE V8 - PROCAD (Beta)

Search Window

ES®EF o
New Mew  MNew New New Refresh
document part project Folder objects -
Create | Currentview

PRO.FILE V8 - PR

Search Window

@ ﬁ.\ ﬂ Processes /’p; @ {3 inparts TS inprocesses if i
in

R Tasks 12 inprojects [ in tasks
Documents Parts Projects 5 Change i [,E‘l
71 Folders search | documents [ infiles IR in Folders
Search objects Options | Full-text search

Window

Cloze L\@
5 |2 =

& Closeinactive

Cpen in separate Customize
window 0 Close all cockpit
Current view | Window | Manage

e By using the icons, the required functions can be accessed. The selection occurs
through simple mouse click with the left mouse button.

e When the mouse arrow is moved over an icon, a tool-tip appears to explain what
function is carried out by clicking on the icon.

PRO.FILE Release 8.7
April 2017
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Operation PRO.FILE for Beginners Step 2: How fo start the PRO.FILE search?

2 Step 2: How to start the PRO.FILE search?

One basic activity when working with PRO.FILE is the search for existing data records.
The search can be performed using four basic search types:

e Possibility 1: search with the

e =
search form .
CM:"‘”::::L Document Search Revision/Version Fields
. . ECM Change Request Doc Type = Doc Revision ™
When searching using the o \(/ fathi
search form, users can ity p—” ~ g (o= -c
. P . Client Comments. Doc Changed On Doc Changed By
individually configure every || e T e |
single search. e bt o
i P R
Please also refer to chapter e | (S | ol
n S h . h h Poproved Manddacurer | || 1A Do &3]
earches using the searc e
form" o
' Cotmaten || 0
3 I | ST
Display searchresultas: [t v] [ Alsosearchinversions Cancel <Back Net> | [ Seach

o Possibility 2: full-text search

Full-text search allows users to search for keywords or strings that can be found
either in the object description or even in the attached files (of document
descriptions) on the file server.

Please also refer to chapter "The O e
"Full-text search". e

e Tanzmitial
Search objects

() O Fiterparts search P @ inparts 5 in processes I in document i
A R &
% inprojects [, intasks
docurments B infies IR inFolders
Options J Full-text search

PRO.FILLE

e Possibility 3: the Favorites and subscriptions: Y p—

[[L Current tasks (96)
[I?'@ Upcoming tasks
[le@.' Completed tasks

Favorites deliver a list of results with one click of
the mouse and are therefore a fast search

option. The favorites are defined by the user
4 C\ SmartSearch

according to the user's specific requirements.
Subscriptions are used to indicate changes to the
objects that are found by the favorites. Please
refer to chapter "Tip 3: Save your searches".

[ All CAD Models
[B) Doz Types

A '1:? Favorites
&[] Public saved searches
4 2 procad
4 [ Saved Searches
.
B[] Alerts
> [ Baseline Compare
4[] Subscriptions
B 100% (0)
B 95% (0)
[ Folders
B Projects

PRO.FILE Release 8.7
April 2017
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Operation PRO.FILE for Beginners Searches using the search form

2.1

2.1.1

<«

e Possibility 4: the SmartSearch:

. - reated On [w]  |m [+]
A SmartSearch is a search form that e
. = | Document Type [w] | CADModel B
only features the desired number of p— —
fields which drastically reduces o q -

complexity. A SmartSearch will only o o
contain those fields that the user needs
for a specific search. Please refer to
chapter "SmartSearch".

For detailed information on the utilization please refer to the chapters mentioned above.

Searches using the search form

If you want to search PRO.FILE for specific data you can choose between different
possibilities that can be accessed via the "Search" tab.

&= PRO.FILE V8 - procad (Beta)

File Start Search

# T Processes 00 Folders ’;) ‘¥ Filter parts search @ 3 inparts I3 inprocesses [ indocumentlist | [ Current tasks
A B 4 E - ) )
Tasks 13 in projects r in tasks Role assignments
Documents Parts Projects = Change in ] = E g

el Transmittal —r documents |5, infiles IR inFolders

Search objects ! Options ! Full-text search | More

During the search you can specify whether the results are to be displayed in form or in
list display.

Note:

The selection possibilities for documents are controlled and protected by the
administration of access rights.

When a document, part or project is in a status, in which it may not be displayed due
to the users status permissions, it will also not be found by the search.

Start searching using the search form

If you want to search PRO.FILE for specific objects you can choose between different
possibilities that can be accessed through the "Search" menu.

Function call:

"Search" => Group "Search objects' => "...

PRO.FILE Release 8.7
April 2017
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Searches using the search form

Display results in
form or list view?

Search in
versions®

Specific search
options for
categories

2.

An input form is

displayed (search
fo rm) , in which e * Document Search Revision/Version Fields
ECM Change Request Doc Type = Doc Revision
yOU can enfer The ECMPm:\::r:wn \’l Do Version (|
search criteria. o || | -
D d . Th 4 BT Date Fields
epen Ing on € Client Comments LerEEEEeT v [ |
](' H Demo Data Doc Created On v]  DocCreated By [ ERP Fields
con Ig u rGflOﬂ, Implementation Project Warning Date o] MertDate ™ ERFID
Dataset
you can also use = s —
selection Frss o . c
. e i ol
functions and + s
. Approved Manufacturer L Vi Date Comments ‘
reference lists. P
BOM Archive CAD Drawing
BOM Comparison THe
Draing o
‘CAD Drawing (NDF) Description
CAD Layout o
A | >
Display search result 2s: [] also search inversions Cancel || <Back || Next> |[ Seamh

In the search form you can use the options at the bottom of the window to decide
whether you want to display the search results in list or form view:

Display search result as: |Ll5t v| [] also search in versions
—Furrn ——

Document-parts list

Via the option "Also search in versions at the bottom of the search form you can
enhance the search to also include versions of the document (or part — provided
that part versions are activated in PRO.FILE).

You can also include categories in the search by activating the corresponding fields
within the specified category field. The search will then include the selected
categories as AND criteria, i.e. the search will find records that are assigned to at
least one of the selected categories,

Right click on the field and select from the following options in the context menu:

e Has categories: Searches all objects that have been assigned categories.

e Does not have categories: Searches all object that have not been assigned
categrories.

e Purge field: Removes the current setting from the field.
] Sales: Development v]

v [l Sales s
] Marketing

Depariment

] Research

[ 1 @ Finance

L] B Administration
] . Security

Hy u v

PRO.FILE Release 8.7
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Operation PRO.FILE for Beginners Searches using the search form

Do you want to 5. Via the button <Next> you can combine your search form with a full-text search.
combine the The input for the full-text search is connected to the input for the search form by an
search fields with "AND"-connection. For more information see "The "Full-text search".
a full-text search? Document seach mC

Here you can enter additional criteria for a full-text search. @

Search in the meta data | |

Search in allfles on I |
Resutsst

(®) Show anly documents match all search conditions
() Show documents match one search condition

Sy st @ it Oform O ot =%

6. After the input of your search strings, the search is started by clicking on the button
<Search>.

= The result of the search is displayed in a new tab. The title of the tab and the
corresponding tooltip contain reflect the search criteria.

Note:
; You can use the search form or the full-text search or both. Both options can be used
separately.

Note:
; The search step for the full-text search is only displayed the full-text search is
configured for the database.

@ Note:
You can also use wildcards such as "™*" as described in chapter "Placeholders /
wildcards for the search"

This search form and the resulting procedure differs for the search for documents and
for the search for parts.

Please refer to the following subchapters:

e  Search for specific document types

e  Search for specific item characteristics

PRO.FILE Release 8.7
April 2017 Page 17 of 87



Operation PRO.FILE for Beginners Searches using the search form

Successful search:

Unsuccessful
search:

If data records match the search pattern, they are displayed, according to command
call,

e in list display

e in form display, where the first of the data records found is displayed in the form

The icon R allows the user to switch from form view to list view and vice versa.

If no data record matches the search, the [ ProFLEvs
following information dialog box will be

Mo hits found
displayed: @

The search form is then displayed again [

and new search criteria can be typed in.

Search for specific document types

If the search for documents is opened using the function "Search" => "Documents" the
search form for documents will be displayed.

This facilitates the search for the document types.

Note:

A document description in PRO.FILE always consists of two parts: the fixed document
description and the variable document description.

e  The fixed document description is identical for all documents in the database.

e The variable document description varies depending on the type of document that
is selected.

This allows users to capture different types of information for the document type
"CAD" document and for the document type "Template”, for example.

You can find a list of the document types that are configured within your database in the
left column of the search form.

e Simply click one of these list entries to select the desired document type. This can
also be done using the drop down menu of the search form field "Type of
document".
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Searches using the search form

Depending on your selection the search form will now show the corresponding

variable document characteristics. These can now be used for the search as well:

] = Document search
Pleane spaciy the search crtens ke S document

4 Change Managemert =
concrwmoe | Document Search Revision/Version Fields
ECM Change Reguest - Doc Type
ECHPctionRect |
Engrreenng Ohange Noo
Sroact icatysin
4 Document Cortrd | Date Fields
a
oo Dsts Doc Crested On
Irgiemertabon Project Vearrang Oute
oo
Additional Fields
£C0Boc
Process Design
Veedir Dagy
Verdor Pricedres EEC e
4 Engnesring r— Plasse secy e vearch criteia for the document,
ggroved Marutaceser L
Aggroved Suppher List
BOM Comparincn Skekch EMCawmienst  Document Search
CAD Deywing Schame ECM Problem Regort - Doc Type A
€A Drpaing 040F) e Gngioniag Chaage iod |8 EI
CAD Layeut v Generdt Iempact Anshysis
LT — = © Mandctnng 4 Docurent Cortred
K S - & PRO, |
o o ol Chert Commerss Date Fields
Daglay somchresitan @ Lat O Ferm O Documertparm i Sales Oemo Data Doe Changed Oe. (V] Do Chamondiy
cioiied Wl imcenertsbon gt oc Created On (V] DucCremedBy
1ocH Wasing Date [v] MenDue
PCO Doc:
Process Design Additional Fields
Vendr Owg. Oeparimart
Viendir Procedures. Pesouce
4 Egrencing Dec St
oproved Mandsctrer L
oroved Suogher List Y Dwe
BOM Sechive
anima CAD Modal
:M‘l}i oo
INDF)
CAD Layout
Camtomes Firnt Paacn don.
S 1o
Diaghay semch resultss: ® Lt O Form O Documartpans kst

< m

a|iia

Search for specific item characteristics

If the search for parts is opened using the function "Search" => "Parts" the search form

for parts will be displayed.

The list on the left hand side of the search form allows you to select specific

characteristic for the search.

Note:

Different types of part information can be included in PRO.FILE depending on the level

and depth of the item class list.
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Searches using the search form

&

If a characteristic is selected the search form will automatically feature the

corresponding search fields:

4 Suandard|

Descripsan
Descrignon &
Description 3

Plosse specity the search crideria for the part.

Tie™  Search Part

=%

|
Pt Nurber

Buscription Fields

This fiebd s

Saarch erd
Hold Reason

eleight UM
Nt ieighn
UOM Ciess
Enginesting
Pt St
Part Crasted By
Part Crested On

Part Changed By
[Part Changed On

Post Operaticn

Clsssificason

Cassification
Fart Tyoe
Fastener Type.

Displny search result 8a° (@) List ) Form

asrdered te ERP,
ERP Descrigtion

Unit of Measure

[v]  voumeum [+]

FreRelease Resson

Staesdned Port

Fasiners
oz e
split Pin
Matenal

Mutesinl Devaity (kgim)

Mt Volume

(] Perding Revision

[] Matecint W
[] Materinl
Dms
[v] mam

[<] FoA Pt 11

EE

T |
ERP Fields
Cuigin [+]
Growp &l
Class [+]
Part Type [+]
Mig Part Status.
ERP Fialds [+
Fistum io ERF [+]
Hon Stock bem =
(=
o]
[
[
=

Narrow down a search result

In order to further narrow down these results and to fine-tune the search with additional

criteria you can now use the "Change search" function » from the "Search" menu:

e  Clicking this » icon will reopen the search that was made for the active window.

This search form will then already include the previous search criteria.

e These values do not have to be entered again but can be fine-tuned and narrowed

down.

e Once the search is started these new selection criteria will now be used for the data

records.

Note:

The function "Change search" is not available for the tab "Newly created documents" in
order for this list fo remain unchanged. When new documents are created, the list is
enhanced after the check-in wizard is done.
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2.1.5 Placeholders / wildcards for the search

For entering criteria the following wildcards are possible:

* replaces several symbols

¢ replaces one symbol

< smaller than (only for float fields)

> greater than (only for float fields)
<= smaller or equal (only for float fields)
>=  greater or equal (only for float fields)

- from - to (Range Selection)

! Exclusion of the follow-up text

|| "Or'- connection of two expressions
Search for empty fields

22*  Search for not-empty fields

[*] To search for percentages, the %-character has to be replaced by this wildcard.

Example: A search for "50% discount" should look like this: *50*[*]*

e Entering "l" at the start of a search text makes PRO.FILE carry out a search, and
show all results except those containing the text that follows the exclamation mark.
(Example: "IText1" will find all descriptions except those containing "Text1").

e Entering "| |" into the search text separates two phrases and presents the results that
either contain the first or the second phrase (Example: The entry "Text1 | | Text2",
finds all entries containing "Text1" or "Text2").
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The "Full-text search"

2.2

The "Full-text search"

Via the function "Full-text search in object", it is possible to search the object

descriptions.

Note:

The full-text search needs to be configured in the PRO.FILE Management Console.
Otherwise, a corresponding error message is displayed.

The full-text search can always be accessed from two points within PRO.FILE:

e from the

PRO.FILE
Cockpit:

See the chapter
"Start the full-text
search from the
PRO.FILE

Cockpit"

e from the "Search"
menu in the
PRO.FILE ribbon
bar.

g -

PRO.FILE V8 - procad (Beta)

[, Documents 5 Processes
[, Tasks
L2, Transmittal

Search objects

B Folders () %y Filter parts search
% Parts

B Projects

in projects [,
in
documents. IIE\ in files EE

[@ 1 inparts TE in
S

&
[,
L]
&
(Y
=

Document
Project
Process

Tazk

Folder

in tasks

in Folders

Full-text search,

processe:

iF indocumentlist | [

PRO.FILLE

Here the user is given separate access to the full-text search for parts, documents,

projects, etc.

A detailed description can be found in the chapter "How do | start the full-text search

from the "Search" tab?".
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2.2.1

Full-text search in
documents:

How do | start the full-text search from the "Search" tab?

The full-text search in the PRO.FILE "Search" tab gives users an additional search mask
in which the conditions for the text search can be determined.

Function calll:

"Selection" => "Full-text search in objects"

After calling this function the following entry window will appear:

Full-text search I IVore
= i

Fulltext search Parts

1. Enter the desired search text.
You can use letters, numbers,
characters and links.

Enter text to search | | I

Please also refer to chapter "Tips on using the "Full-text search" in documents and parts".

2. Confirm your entry by pressing the <OK> button.

= PRO.FILE will now search the parts descriptions of the parts that are accessible to
you in the database for the search text and provide a list of all search hits.

After calling this function, an entry window will appear that leaves room for
differentiated specifications regarding the full-text search:

The search text can contain Fulltext search Documents =
|
letters, numbers, characters Semrch in fhe mets date [ Screw v |
opd links. This sgorch . onrch il s o checked |
window offers different fields, Fesutt
one ](Ol' The sed rCh In The (@) Show only documents match all search conditions
documenf descripﬂon Ond () Show documents match one search condition
one for the search in the file
that is attached to the i ST e

document description:

e Search in the metadata: The search term that is entered here refers to the
document description, the meta data of the data record. The document
descriptions of the document data records that are accessible to you will be
searched for this search term.

e Search in all files on: This is where the search term for the search within the
physical files (e.g. a Word document or an AutoCAD document) is entered. All files
accessible to you in the database that are attached to the document descriptions in
PRO.FILE and that are saved via these document descriptions in PRO.FILE will be
searched for the entered search term.
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The third setting lets you determine how the two search terms are to be used:

e  Results set:

e Show only documents that match all search criteria: In order for a document
to be included in the list of results, the search term for the document
description has to be found as well as the search term for the attached file.
Both search terms have to be found in order for the data record to be included
in the results.

e  Show documents that match at least one search criterion: In order for a
document to be included in the list of results either the search term for the
document description or the search term for the attached file has to be found.
The list of results will include all documents for which the metadata search
term was found in the document description and, additionally, all documents
for which the file search term was found in the attached file.

Confirm your selection by clicking <OK>.

= The documents found for your search criteria will be displayed in a list.

See also chapter "Tips on using the "Full-text search" in documents and parts" for further
information.

Full-text search in  Via the function "Full-text search in Document list", a search via all files of documents in
Document lists the current document list is started.

This is to make a pre-selection of files to be searched.

After calling this function the input mask for your search term is displayed:

PRO.FILE V&

Search | | |

Full-text search in  Via the function "Full-text search in files", a search via all files of documents accessible
files by the user is started.

The search does not distinguish uppercase and lowercase spelling.
The results of a search are displayed in a separate tab in list form.

After calling this function the input mask for your search term is displayed:

Fulltext search Documenits

Search in all files en | |
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2272

Start the full-text search from the PRO.FILE Cockpit

You can perform a full-text search from the PRO.FILE Cockpit directly after starting
PRO.FILE. The Cockpit will always remain accessible to you via the tab in the PRO.FILE
user interface.

The full-text search from the Cockpit is realized using a single entry field:

e  Enter the term you are searching for into the "full-text search" field. You can use
letters, numbers, characters and links. Please also refer to chapter: "Tips on using
the "Full-text search" in documents and parts".

Use the icon on the right hand side of the entry field to determine whether you are
searching for documents or parts:

| IE -
i‘f,i Part

|_—[E,_ Document
ﬁ_ Project
;'[E_ Process
[[:f'a_ Task

EFQ Folder

The corresponding icon will then either start the search for documents or for parts:

° 'E‘-Parts:

The parts descriptions available to you in the database will be searched for the
search term. If the search term corresponds to information that is stored within a
parts description then these parts descriptions will be included in the list of results.

&,

Documents:

The document description (metadata) as well as the contents of an attached file will
be searched for the search term. All documents that are available to you in the
database will be included in the search. The list of results will display all documents
that either contains the search term in the document description or in the aftached

file.

= IR

B transmittals , IR folders:

Here, too, the entered search string is looked up in the database. If the search
string is found in one of the records for the selected object type, the results are
displayed in a list.

S i
Projects, "“* processes, " tasks,

Attention:

Please make sure that you perform the right type of search
(documents/parts/projects/processes/tasks/transmittals) or you will not be able to
obtain the desired results.

PRO.FILE Release 8.7
April 2017

Page 25 of 87



Operation PRO.FILE for Beginners The "Full-text search"

2.2.3 Tips on using the "Full-text search" in documents and parts

In the selection function "Full-text search in documents/parts ", it is possible to "play"
different Wildcards and operators, to search for data as precisely as possible

These possibilities are listed below and relate to the entry field ,Search in Metadata for’
as well as the entry field ,Search in files for’, unless an alternative is specifically
mentioned.

Search for a word  If you are searching for a particular word, this word should be entered into the entry

or word field. The word can also be entered in quotation marks, i.e. "X". If you are searching for

sequence: a specific word order, it is important to note that the exact word order to be found, must
be entered into the entry field in quotation marks.

Working with Different search criteria can be linked together. The following operations are available
logical operators:  for this:

e OR e AND e NOT

Examples:
n e  Mountain OR Hill

Either mountain or hill must be present in the searched data.
e Mountain OR Hill
Either mountain or hill must be present in the searched data.

e  Mountain AND NOT Hill

When searching files, mountain must be present in the files, whereas hill must not
be present. When searching in metadata, mountain must appear a field, but hill
must not be present.

e Example 4: "John Smith" OR Hill

In this search, the word order "John Smith" or hill must be present. If several words
are entered, and there is no logical operator in the entry field, and the words have
not been entered in quotation marks, the word AND will be placed automatically
between the words. This means that if you run a search to find documents
containing the word mountain as well as the word hill, you could use example 2,
and it too could have AND left out.

Wildcards/variab  In contrast to the other PRO.FILE selection functions, when applying the selection
le characters: function "Full text search in.." as a Wildcard/Variable character, only the character ™" is
allowed.

" Stands for "random”

13k11

The placeholder ™" can only be used at the end of a word. At the beginning and in the
middle of a string of characters, the asterisk is not evaluated as placeholder for the
search.

PRO.FILE Release 8.7
April 2017 Page 26 of 87



Operation PRO.FILE for Beginners

SmartSearch

2.3

SmartSearch

The search for data records using a
SmartSearch offers users a saved search
query in interactive form thus making
the SmartSearch the perfect
combination of the possibilities
delivered by the search using favorites
and of those delivered by the search
form.

Using SmartSearch you can define your
own search form:

e A SmartSearch is a search form
that can be set up to contain only
the desired number of fields. Now,
less fields have to be filled in which
drastically reduces complexity.

A C‘\ SmartSearch

+ - | DocCrested On

+ = | Document Type
+ = | Tide

+ —.Docstﬂ\a

Document
Project
Smart Folder
Process
Task

Transmittal

e A SmartSearch can include predefined search fields with preset search parameters
(like the saved serarch) as well as search fields without search parameters (like the
conventional search). The search mask thus remains interactive without having to

manually complete every field.

e Users are also given the possibility to make a fast and easy addition to the
SmartSearch at any time in order to include a field that is required for the search at

hand.

e  Each user can define any number of SmartSearches.

e  The SmarSearch can be used for parts, documents, projects, folders, processes,

tasks and transmittals.

Details can be found in the following subchapters.
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2.3.1

Create a new SmartSearch

Creating a new SmartSearch is very easy. Simply follow these instructions:

1. If you want to define a new SmartSearch that will 4 B
remain available to you, please mark the list item P——
SmartSearch that can be found above the list of Project
favorites. Smart Folder

Process

Task

Transmittal

2. Then use the context menu of the right mouse button to access the function "New"
for the desired object type.
You can create a SmartSearch for parts, documents, projects, folders, processes,
tasks or transmittals. Of course, there are different selection fields available for
each object type.

= A window will appear in which you can define the fields and field values that are to
be used.

" SmartSearch: Document - Definition of search fields and search criteria

3. Use the drop down menu El to
select the first field you want to | S

. . changed on
include in the SmartSearch. crse

Document changed from

Document changed on

Document kind classification number
Document Ne.

Ext

Main- and Subclasses
Mainclass

Project descr.

Project ne.

Status

Subclass

Tecnical area

Type of document
Type of Document

:> Affer yOU hOVe Selecfed CH’] en‘h’y 'SmarlSearch:Documenl-Deﬁnilinnﬂfsearchﬁeldsand search criteria
from the list, the field name will be + - [Fipe o Documen =ik
displayed and another field will
appear next to it info which you can

enter the field values.

= If any selections are defined for this field these are available through the =l icon for
the entry of the field value.

= For category fields, the category selection can be accessed via the corresponding
=l icon.

4. If all fields of a structure level are already configured in the SmartSearch, no new
fields can be added through the * icon.
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5. In order to further facilitate the [ o e
execution of a SmartSearch, the - - ] | [canpokumen =
defined entry fields can be preset ‘-
with field values or left empty. - - [z =] =]
+ - Project deser. [v] | “Excavator| T =]

= Preset fields can be overwritten at any time when later executing a SmartSearch.

6. Once a SmartSearch is completely set up with the desired field names, entry fields
and preset fields it can be stored by pressing the <OK> button.

= Another input mask will appear:

—
SmartSearch: Documenl.— Definition of name an description ‘

7. Now you have to specify a name for

. Name | Search for project
this SmartSearch. You can also add
a descrlphon Of The Smcﬁseo rCh [F‘)::arf‘i:he:nsea?forCADdocumentsas&gnedloaprmea -

8. Save your input via the <OK> button.

= The respective SmartSearch will then be m
available to you in the upper section of the search

PRO.FILE favorites bar: : T Processes
@ ﬁ E)\ EL_& Tasks
= A SmartSearch can now be accessed by double- ~ Documents  Parts Projects
clicking the desired SmartSearch entry in the list. Search objects

4 [0 Tasks (31)
[£]. Current tasks (31)
[I?'(B Upcoming tasks
[lc‘é Completed tasks

A (‘1\ SmartSearch

B Search for project documents
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2.3.2 Access an existing SmartSearch

SmartSearches are displayed as an independent
branch above the favorites:

1. In order to access a SmartSearch simply place
the mouse pointer on the desired SmartSearch
entry and double click it with the left mouse
button. (You can also use the right mouse
button => "Show").

m

@ ﬁ ﬁ l?.c?. Processes

r_Lz' Tasks
Documents Parts Projects 2

Search objects

4 [ Tasks (31)
[[l. Currenttasks (31)
[i% Upcoming tasks
[IE'@ Completed tasks

m
&
5
=,
3

4 O SmartSearch

[} Search for project documents

— The sTored Smor'rSeorch WI” now [ SmartSearch: Document - Definition of search fields and search criteria
be displayed as shown in this - - e [=]  [CaD-Dokument =
example: L

- | =] | &l
+ - |Project descr = =]
b

e Because a SmartSearch is usually comprised of only a few fields, these are simply

arranged one below the other.

e The fields for a key characteristics list for parts or for variable document
characteristics for documents are indented according to their structural depth.

e  The field name for each field can be found on the left hand side. The same names
are used as in the standard search form. The entry field for the entry or selection

of your search criteria is on the right hand side.

2. Users can now fill in the fields, change preset values in the entry fields, or even
add new fields. (This is explained in the following chapter "Add more fields after

accessing a SmartSearch").

3. Soif you want to narrow down your search, simply use the field on the right to
specify your search criteria according to the field name on the left. If available,

you can also select values from the drop down menu 3

Note:

; If required fields are defined within the standard search form then these will also be
displayed as required fields in the SmartSearch. They are marked in red and have to
be filled in. The same is true for the selection functions and the expanding field entries.
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23.3

4. The actual search is then run by pressing the <OK> button.

= The results of the SmartSearch are displayed in a new window. They include all
data records that match the criteria of the SmartSearch.

Add more fields after accessing a SmartSearch

If required, you can always easily add new fields, preset fields, or delete fields after
accessing a SmartSearch in order to include additional criteria in the search.

Attention:

However, there are two ways to use these added fields in the SmartSearch:

Permanently:

In order to permanently add fields to a SmartSearch so that they will be available for
all future searches using this SmartSearch, the SmartSearch has to be saved in the
editing mode. Please refer to chapter "Permanently change an existing SmartSearch".

Temporarily:

The fields are added for a single current search only. The next time you access the
SmartSearch, the fields will not be available anymore. The SmartSearch will have gone
back to its stored status. The added fields are only used once to temporarily include
additional search criteria. The corresponding procedures are described in this chapter.

In order to add one or more fields for the search at hand simply follow these steps:

] . ACCGSS fhe desired IScmrtSur:h:IJocumeM-Deﬁnitium of search fields and search criteria
SmartSearch from the list by 0151 Tope of Document B =
double-clicking it. S Loasdion = &

i
+ - Description IE‘ | ()]

2. In order to add another field, .
simply click the ‘* icon of
the preceding field on the
desired level.

Note:

Fields that are related to the document type or to the key characteristics list are always
indented to show their dependencies. A new field will always be displayed on the level

on which the T icon was selected.

e Ifthe * icon of an indented field is selected, an additional indented field will
appear, if available.

e In order to obtain an additional, non-indented field, simply click the * icon of a
preceding field on the first level.

PRO.FILE Release 8.7
April 2017

Page 31 of 87



Operation PRO.FILE for Beginners SmartSearch
= An empty field will appear.
3. YOU can now use The drop dOWn Change the smart search: Search for project documents
. + - CAD-Dokument
menu EI to select an appropriate = || |
field from the list and name the new
field. All fields that are available in il —— B S
the standard PRO.FILE search mask ) l 5
. . changed on
are also available for selection. creld fom
Document changed from
Document changed on
Document kind classification number
Document Ne.
Ext
Main- and Subclasses
Mainclass
Project deser.
s
=
— Once you hove SeleCTed a SeOrCh Change the smart search: Search for project documents
field, the new entry field will - - | ] | [AD-beumen =
appear. © ©
+ - | = | =
4. You can now enter the | = [ .
. . . + - |Project descr. *Excavator T
corresponding search criteria:

234

You can now add further fields by following this procedure.

Start your search by pressing <OK> once you have included all of the desired

search criteria.

= The documents or parts found with these criteria will be displayed in a list view in

the PRO.FILE user interface.

Note:

Fields that are not configured within the standard search form cannot be included in a

SmartSearch.

Note: Remove fields from the SmartSearch-form:

e In order to remove fields that are no longer required, simply click the "=

field you want to delete.

icon of the

e If there are any structure-relevant subentries to this field these will have to be

deleted first.
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23.5

Proceed as
follows

Transform a completed standard search into a SmartSearch

In addition to a manual definition of a SmartSearch, you can also choose to use a
completed standard search as the basis for the definition of a SmartSearch.

The applied search criteria are stored when the search is completed and then used for a
new SmartSearch. Please follow the instructions below.

1. Start a search @ cemewsea [-[oEE

and enter the the E
desired search 4 compmgams ol 1\ ment Search S
criteria into the e o —— \j S .
search form. :::::_'“‘”"“ _ I | :‘:-""W =
(Please refer to e 5] owcrmonty =
chapter "Searches e s Creneson L] Peomui oNg
using the search . addions! Flds = - L
:  Department v
form" for more T R =il | o
. . Doe Status 0 ENG WP [v] Oemeeg Typs [}
information). = :
Aoproved Manutacturer L el Date Comments i]
Poproved Supgher List
BOM Archeve CAD Model
BOM Comparison i
CAD Draving Descrigion
(CAD Drawing (NDF)
CAD Layeut .
1 i >
[Cseawen ][ comcs |
= The results will be displayed in a tab Ol AL R
. . File sat CSUUNN  Edit Win ERP Integratio .
within the PRO.FILE user interface. D % g Toeme | O O mepenn | B G
@ A Bl o S EL‘\
. . . . Docun;nu Parts  Projects Biles Change in « Tnp
2. Within this list of results, now select the o S A Socomus B 56
function "Copy search criterion" from ERR B Oocurmert Type CAO Ml Doc St ENG
Y
. Bleea(ln »o0BER 8
the context menu of the right mouse : S v o
Document
i 1536 @ CAD Model B New 0
New with data
1578 @ CAD Model / Moddy 0
[ Ouplcate
18337 CAD Model New version/revision 0
Delete
1536 CAD Model @ Copy 0
< | coppsevinieion IS
o2 Create link +
ERP. Brow. Versi. Previ. BOM. FPre-. Fomn e 'ﬁ' D
[ : :
Timestarp User | feot ':]R'
T2 S % Teansmittal » i
3. The third step is the creation of a SmartSesrch: Dogumer - Deinition of search fiokds and search arteria
new SmartSearch: (Dot e o] | [CiDMocs o)
mark the list entry "SmartSearch" in o e =
the PRO.FILE info bar and use the o~ oo Sus ] | [evawe o)
context menu of the right mouse o o &)
button to select the command "New"
:> ||P0r_f|| Or “NeW” :>
"Document".
= The stored search fields will now be
automatically displayed in the
SmartSearch. =
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Note:

@ The object type the SmartSearch is to be created for, has to be the same object type
the search was made for. For example, if criteria for a search for documents were
copied to the clipboard, they can only be used for a SmartSearch for documents. A
SmartSearch for parts can only be automatically created if the stored criteria were for
parts as well.

4. This predefined SmartSearch can now, if required, be adjusted, abridged, or
extended. It is also possible to include preset values.

N

The creation is then confirmed and stored by pressing the <OK> button.

= Now all you have to do is add a name and a description (see chapter "Create a
new SmartSearch") and the SmartSearch will be available to you in the upper
corner of the PRO.FILE info bar.
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SmartSearch

23.6

Permanently change an existing SmartSearch

In order to permanently change a SmartSearch, simply follow the instructions below:

1. Mark the SmartSearch whose search
criteria you wish to change in the list
of SmartSearches.

2. Use the context menu of the right
mouse button to select the

command "Modify" => "Modify":

= The current definition of the
SmartSearch will be displayed:

3. You can now apply the desired
changes to the SmartSearch. Please
also refer to chapter "Create a new
SmartSearch".

4 O SmartSearch
[[] =Pflichthefte nach Projekte

D Search for project documant=

£} Sechskantschy  DIsPIY
Mew »
Modify  » Rename
Delete
[ Change the smart search: Search for project documents
- o Documen] [=] | [can-Dokument =]
© o
.- B =]
- |F'rmmdescr. |z|| |‘Eucava|ur‘| T E]l

4. Once you have completed all changes store the SmartSearch using the <OK>

button.

= The changes will be stored and will be available to you every time you access this

SmartSearch.
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Enter data in PRO.FILE

2.4

Form fields

Multi-line fields

Enter data in PRO.FILE

The following image shows an input form. In the following input form, which in some
programs is called an input window, you can enter data into specific data fields.

The input forms are used for

. . Please enter the data for the document to be created
selecting data records, creating
data records, and editing data —r Lj -
bpgroved Su |2 = L
records. Pl e
o) Standard Fields
ExL ] Department [ [v] DocCresedon [r2oans |
CAD Layest 1 Resource "
CAD Model (4 g Do L [5] CocCramedty Lpmewd
e At Date [ [v] erPi [
CHE Prognn WA Dinte Comments [«]
Cotct. | ERP Fields I

There are several types of fields

The simplest element for the entry of data is the form field:

Drawing Ne. 123 |

e In these fields, a previously defined number of characters can be entered and
displayed.

e To activate an input field, click on it with the mouse and then type in the desired
information:

e For selection use TAB or select the field by clicking on it with the mouse.

Multi-line fields provide unlimited space for unformatted text input.

Description | " |
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Fields with
selection option
(reference list)

Fields with
selection option
(category list)

Field for the
selection of dates

Some fields are marked with a j button; these fields offer a selection function via a

reference list.

e Ifyou click on the
button, a drop-down
list.

e You can select only one
option from this list.

BOM Type

1 [v]

Lssembly
Enginesring
Manufacturing
Sales

Service

e Depending on the configuration of the field, you can also enter text that is not part

of the reference list.

e Assoon as text is
entered into the field,
the list of matching
values is reduced
automatically to make
the input easier. The
placeholder ™" can also
be used in this context.

e By clicking the drop-
down button, a list of
categories is displayed.

e You can select several
categories.

e The input of text that is
not part of the list is not
possible.

object.

BOM Type

You can also access a special date selection

function by using the = button. With this, the
values "yesterday", "today" and "tomorrow" can be
chosen when creating or editing a PRO.FILE

'5

Assembly
Sales
Service

|-:|Sdai; Development IE”

[v] M Sales -
™ Marketing

Development
| Research
] M Finance
] M Administration
O . Security
mE w

today

yesterday
tomorrow

today in a week
today in a3 month
today in a year
a week ago

a month ago

3 year 2go
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e Date fields may also Doc Created On Elv]
have a date picker =} 14 March 2017 April 2017 2
ThIS is to moke fhe Sun Mon Tue Wed Thu Fri Sat 5un Mon Tue Wed Thu Fri Sat

: % 27 02 1 2 3 4 1
selection of a date even s e S e s a1 4 s s 7w
more comfortable via a 12 13 14 15 16 17 18 0§ 10 11 12 13 14 15

19 20 21 2 23 24 25 16 17 18 19 20 21 2
colerluijlor.. The % 27 29 30 3 B 24 25 2% 271 28 29
specification of a date M 1 2 3 4 5 6
range is only possible [ Today: 3/28/2017
for search forms. The
date picker has to be
configured for the field
(see manual
"Configuration
PRO.FILE GUI").
Reference fields ‘ . . :

e Reference fields display values of Project created by procad |

superior objects. The icon next to Project created on ] 2810372017 |

the field value indicates the object
type. The fields cannot be changed.

e Viathe icon, the referenced object
can be displayed in a separate form.

e Reference fields can be used for the
search-

How to fill in the Fields filled automatically by PRO.FILE:
fields Some fields automatically receive a value from PRO.FILE, such as the DB
Identification Number, the User (designer), or reference fields.

e Required fields:

Some fields require an entry, you cannot quit without making an entry.

Document Type " ‘

These fields are indicated by a red triangle in the upper left corner. If you try to
confirm the input form without making an entry in this field you will not be able to
proceed, and the required field is also marked with a red exclamation mark.
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3 Step 3: Search result — get the information

After logging on to PRO.FILE, the home screen appears which gives you faster and
easier access fo stored data.

Once you have accessed and selected parts or documents the PRO.FILE user interface
will appear. This interface, which is shown below, is divided into different areas:

Title bar

Sllls PRO.FILE V8 - PROCAD

File Search Edit  View  Window ERP Integration al processing

@E‘ N @ / Y Edit
* % > = = (% Opencopy % Createlink
New New  New New Edit Lock/Unlock | Display o
document part project objects v % Copy search criterion

Create Edit document Edit file Create link

B Cockpit Type of Document CAD-Dokument X
> G Tasks A T
R SRR B 20|k R 8
SmartSear
4R DoNo.  TypeofDocume W LK Preview createdfom  createdon
DocID > by — T B
text
sl 108350  CAD-Dokument
4 3 Favorites
4 (7] Publicf o g
> AR Dependent tabs
i 106582 CAD-Dokument B
b (7] Frei
B Mat] i<
€3 Mot ) =
b 9 Reh Versions Preview Disp. data Structur bill of . QRREPUEIREEM Calculation d.. Deleverers Mailprotocol Partform Listof parts Where used Status inform.
Bwc| [B S| €« »|  Datarecordioftisactive
“2 Show do: t
2 C] Fol cumen
> Elf Type of Document | CAD-Dokument Drawing No.
=
& created from PROCAD Name
. v < . | == | .
< >

There are different window types for the display of search results in PRO.FILE:

e PRO.FILE form displays

Display of a single data record in form view, with all available data fields displayed
on the form.

e PRO.FILE list displays

Display of several data records, usually listed by a search criterion.

e PRO.FILE browser displays

The browser displays are usually not used to display single data records but rather
their structures and links to other objects.
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3.1 Working with forms

One data record is shown on each page of the form display.

The system administrator can determine by configuration, the way it looks, its contents,
and the way in which the form is divided.

Depending on the configuration, the fixed as well as the variable object master records
will be shown in the form.

PRO.FILE V8 - procad

Search Edit View Window ERP Integration Edit file Archival processing PROOM ~
. W New project » T Edit Co -
B, LY B Newpo / n 0 [ Copy & B g’ S|
| " % New Folder . 5 [I% Opencopy | =% Createlink | =
New New Edit Lock/Unlock | Display Change Notify Refresh

document  part New objects - O, Copy search criterion status Eg
Create Edit document Edit file Create link Manage | Current vi... | Open in... |
Part 14221 x o
2
7 @ = o frﬁ | (=] ‘ 4 p | Data record 1 of 1 is active 2
1
A ~| 5
Display Part 2
w |z
ERP Part Number | 100975 Part Family ] R
&
Revisionlevel A \ =
'S
S
Description Fields ERP Fields 2
]
Desecription [PCE CAN Bus Terminator | origin [Make | @
o
Description 2 | | Group | | =
=
Description 3 | | Class | | o

Top 3 Description Felds are concatenated into the ERP Description Felds. This field is
transfered to ERP -
Part Tune [mTe |
<| [ >

Bill of.. Bill of. Extend. Browser CAD/O.. CAD/O.. Listof. mBOM C.. Baseli.. Baseli.. Deleve.. Maillog Modific.. Status.. Parts u. Status..

G = | 4 p | Data record 1 of 105 active
Document Master CAD Model =
Standard Fields - Title CAD Model
Document Type |CAD Model | \j Description PCE CAN Bus Terminat
Dec Status [EnG wiP | =
Status Changed By | |
— [ Do Reion
Resource Doc Version D o
Design Type 3D Model
omirgte [ ]
File Extension
v
< n >

If several master records are found in a selection, you can scroll from one to the other
using the buttons

@ Previous data record

B> Next data record.

You can switch between the form and the list view for the current data record by clicking

the B icon.

Forms are used both for the input or display of data.

Also, selection of and search for data records is carried out using forms "Searches using
the search form".
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3.2

3.2.1

Working with lists

This chapter describes the possibilities that are available when working with lists in
PRO.FILE. This includes:

e 'List structure" and "Selection of multiple data records"

e Additional user information "lcons within the list display"

The information concerning lists, refers to hit lists, document lists, and part lists, and are
described in the following sub-chapters.

List structure

The highlighting of list entries is carried out by clicking on the required entry with the
mouse button. If several lines are to be highlighted, the left mouse button should be
clicked and dragged over the lines to be highlighted.

The active row is indicated by colored highlighting.

ﬁﬁ| H E B Q f B g Y| B O E| Hit count: 12946

V L: W Document Type Thumbn ~ Doc Revision Doc Version Doc Status File Name Dm:Creﬂnd&r&l

£ CAD Drawing ; " I A 0 ENG Approved ujoint_00000116_00000117 SLDDRW engineer

¥ CAD Drawing I i I A 0 ENG WIP oil_pump_0000D085_00000094.5LDD . engineer

CAD Model

CAD Drawing I: .o l A 0 Stateless speaker_00000055_00000104 SLODR . manager
‘ A 0 ENG Released Housing_00000053.5LDPRT manager

CAD Model 0} A 0 ENG Released Inner Rotor_00000052 SLOPRT manager

= " ~n e hd
< mn [ >

All functions in list mode refer to the active row. You can change the active row by:

e clicking on a different row

e  switching the active row using the cursor to move up or down.

Permanent columns in a list that are always displayed and cannot be scrolled can be
made to stand out using a different color. (See also the chapter "Arrange list views and
permanently save them").

The lists in PRO.FILE have full mouse wheel support.

PRO.FILE Release 8.7
April 2017

Page 41 of 87



Operation PRO.FILE for Beginners Working with lists

3.2.2

Multiple

selections:

Selection of multiple data records

If a data record is displayed as a form, it is automatically selected and with that the
current data record.

One data record is always active in a list but several can be selected. This current data
record is encircled with a dotted line. All functions which are applicable to the individual
data records apply to this line.

& EH E B a B 7 [ 2 of 12046 selected.
R 2 P i
V L: W Document Type Thumbn % Doc Revision Doc Version Doc Status File Name Doc Created By ~
=]
4 CAD Drawing I.‘ ' I A 0 ENG Approved ujoint_0D0D0116_00000117.5LDDRW  engineer
CAD Draving I o I A 0 PLM Sync with ERP  claw-mechanism_0D0D0121_0000012..  engineer

§ | CAD Drawing ENG WIP oil_pump_000D00R5_00000034.5L0D ..

CAD Model A 0 ENG Released Housing_00000033.5LDPRT manager

CAD Drawing I o l A 0 Stateless speaker_00000095_00000104.5LDDR . manager

P D . - o n e JE— v

A selection (clicking on the item) will also mark the current line. You can then move the
selection using the cursor buttons.

Various functions (so-called group functions such as Delete) can take effect on several
data records simultaneously. The multiple selection is used for this.

e If you hold down the SHIFT key while clicking, you can bring about a "from-to"
selection (cf. operation of MS Windows).

e If you hold down CTRL while clicking, the multiple selection of non-contiguous
individual data records will be achieved (cf. operation of MS Windows). A further
click removes the marking again. The current data record cannot be deselected.
Please note that the selected data record is not necessarily the active data record.
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3.2.3 Icons within the list display
%| B E B a i B 7 Y| B & B| Hit count: 6
V L: W Document Type Thumbn * Doc Revision Doc Version Doc Status File Name Doc Created By
8| ;- CAD Drawing (NDF) B 0 ENG in Review oil_pump_00000085_00000054.tf engineer
| Manufacturer A 02 ENG Released procad
7 CAD Model A ] ENG WIP procad
I % CAD Model : A ] ENG WIP base_00000333 sldasm procad
I CAD Model \ C ] PLM Sync with ERP 53337664 _00015281.SLDPRT procad

The following symbols are used in the PRO.FILE list views to display additional
information:

. The paper clip symbol in the first line of the list indicates that a file is attached to
the document description. The attached documents can be displayed using the
structure view or the corresponding tab.

. No file is attached to the document description if the field in the first column is
empty; there is only the metadata of the document description.

. % This symbol within the document list indicates that older versions of the listed
document are available.

. % This symbol within the document list indicates that newer versions of the listed
document are available.

Note:

Whether this symbol is displayed or not is set by the system administrator.

. By PRO.FILE, a symbol can be displayed to indicate a locked object. By default,
this is indicated by a lock symbol. However, the system administrator can change
this setting.

. 13 Workflow statuses, as well, can be indicated using symbols. A specific symbol
can displayed for each specific status. The symbols used for the different statuses
are decided by the system administrator at your company. The traffic light icons are
examples for colored symbols indicating different statuses. Red means "In Progress",
yellow means "Being reviewed" and green means "Being released".
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3.3

Working with browsers

The third window type that is used for displaying data in PRO.FILE is the browser.

The browsers show the links and the structure between different data records. In this way
you can link parts, documents, and projects. The structures that result from this, are

displayed in the browser.

Start

E‘;} ¢;2 ¥ New project /‘ ﬁ EI;L [ Edit 4 Copy -;- 4 o E List
Nav‘a Neulv T New Folder Edit Lock/Unlock | Display [ﬂn}j R Change MNotify | Refresh Form
document  part Mew objects ~ L‘& Copy search critericn status Eg Structure
Create | Edit document Edit file Create link Manage | Current... | Open in new... |
:-: Cockpit Q All parts Structure 14190 X %:r
HEAEEEIEECEEEE] AR 4
4 -ﬁ- 101009 cylinder procad 031115 ENGWIP 14130 %
4 £F 101010 cylinder_a procad 0%1115 ENGWIP 14131 3
LB CAD Model |EHG WP | A |Io~:k'-.D |1'-'orkﬂow""11D cylinder_a_00015326_00015335. é
4 -ﬁ- 101011 cylinder_b procad 091115 ENGWIP 14192 §
B CAD Model ENGWIF A 1] version'd  locki0  workflowi110  cylinder_b_00015327_00015336, §
4 -ﬁ- 101012 pin procad 091115 ENGWIP 14193 g
E CAD Model ENGWIP A [1] version'0  lock'0  workflowi110  pin_00015328_00015337.par S
4 | | CAD Model ENGWIP A 0 wversiond  lock\l  workflow'110  cylinder_00015334.asm
B CAD Model ENGWIP A [1] version'0  lock'd  workflowi110  cylinder_a_00015326_00015335,
E CAD Model ENGWIF A 0 version)  lock\D  workflow'110  cylinder_b_00015327_0D015336.
E CAD Model ENGWIP A 1] version'0  lock'0  workflowi110  pin_00015328_00015337 par

i S

There are browsers for the general structure browser, the part usage browser and for

the different bills of materials:

e In the structure browser, as well as in the document- and part-structure, all linked
objects are shown that are attached to this object (referring to the highlighted

object).

e In the part usage browser, as in the document and the part usages, the structure is
displayed backwards: The browser shows which structure the highlighted object is

linked to, or built into.

e The structure is built into the bill of materials according to the position of the

individual elements.

There are also other functions that can be used from the "Edit"-Menu or from the

context menu, using the right mouse button.

This menu contains the most important commands that enable working with the
browser. In the browser, the context menu is dependent on the highlighted object, and
enables quick access to the functions for editing parts, documents, and projects.
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3.4

Documents in
form display

Parts in form
display

Documents in list
display

Parts in list
display

The PRO.FILE "View" menu

After the selection of the data records in PRO.FILE, the information is presented in a list,
or a form view.

Using the menu "View", you have the additional possibility to call up further graphic
descriptions of the data.

There are special presentation types for all of the PRO.FILE objects. Therefore the
functions that are available in the "View" menu, are always dependent on the actual
called up object type, and also dependent on the present display (form or list).

The following illustrations show the view menu the way it appears for the various object
types:

PRO.FILE V& - PROCAD

Search Edit ERP Integration Edit file Archival pro

E‘Iil O |< < > >| @) Versions [ Reports J\b i
. . N lg?'.ﬁ Part form
Switch Refresh First Back Forward Last | Liste Form Structure i Views
form/list view [ List of parts manager
Current display | Browse Cpen in new display Further displays Manage

PRO.FILE V& - PROCAD

Search Edit Window ERP Integration

B o d4 P> PIHE &

Switch Refresh First Back Forward Last List Form Structure Bill of
form/list view materials = @ Reports

Current display | Browse Further displays

E List of documents
@ Versions

Open in new display

PRO.FILE V& - PROCAD

ERP Integration Edit file

[ Reports

File Start Search Edit Archival pro
@) Versions

Eﬁ O % [ Partform

Switch Refresh | Liste Form  Structure _ Views
form/list view [l List of parts manager I}
Current display Further displays

Qpen in new display Manage

PRO.FIL|

ERP Integration

RIS E I

Switch Refresh List Form  Structure Bill of Views
formy/list view materials - [ Reports manager

Current display Further displays

Open in new display Manage

The following list provides a brief overview of the available presentation types and the
various functions.
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General display The following display types are available for every object type:
types _
o B isyirch Form/List view":
This icon allows you to switch between the form views and the list views of the
currently accessed data records.

. "List":

Presents either an object that is active in the form presentation as a list, or one or
more highlighted objects in a new list. See also the chapter "Working with lists".

o = "Form":
Presents one or more highlighted objects in a form. See also the chapter "Working
with forms".

. .E§ "Structure":
The active document or part will be displayed in the browser view. The browser
view only covers one document or part at a time. Please also refer to chapter
"Working with browsers".

Note:
; These functions are also available via the corresponding commands in the menu
ribbons.

Display types for e "Bill of materials":

parts Enables you to call up different views of the bill of materials for the highlighted part.
This includes the structure bill of materials, the single-level bill of materials, the part
usage, and the quantity bill of materials.

e "List of documents":
Shows all documents that are attached to the highlighted part, in a new list view.
Further information can be found in the chapter "Working with lists".

Functions for o PUEyd™

scrolling/ Proceeds to the next data record.
browsing in forms
o Arpnd":

Returns to the previous data record.

e |[4"First object":
Returns to the data record that was called up first.

e PI"Last object":
Returns to the last data record that was called up.

These views are described in the following chapters.
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Additional
functions

3.5

e % "Views Manager" In PRO.FILE it is possible to create customized list views, and
to save the lists produced. The administration of these list views is carried out using
the view manager. The view manager is also used to publish these views for the use
of other users. Further information can be found in the chapter "Manage stored list
views".

e "Refresh": This menu point, or the hotkey F5 can be used to update the contents of
a list or a form.

The PRO.FILE "Window" menu

The PRO.FILE "Window" menu contains
commands that are used to close individual or
inactive or all tabs in the PRO.FILE user interface.

Q Close

"% Closeinactive

=

Open in separate
window Q Clese all
Current display | Window

If the mouse pointer is placed on the header of a
tab this menu is also accessible from the context
menu of the right mouse button.

The following functions are available in the
"Window" menu:

e "Show in separate window":
If this function is called, the currently active tab will be displayed in a new, separate
window. This allows you to open multiple PRO.FILE windows next to one another.
Please also refer to chapter: "Displaying tabs in a separate window".

e "Close"
Windows standard: closes the last active tab within the PRO.FILE user interface.
(And not the last tab that was last open.)

e "Close inactive": Closes all tabs of the PRO.FILE user interface except for the
currently active one.

e "Closeall":
Closes all tabs that were opened by the users so that only the PRO.FILE initial
screen will be shown.

Note:

The currently active tab is always highlighted:

k., wew Fon . o . = Lieaec INK =] Fun.
Mew  Mew Edit Lock/Unlock | Display [~ Change Notify | Refresn | = '

document  part MNew chjects ~ LT, Copy search critericn status Fe Structure
Create | Editdocument | Edit file | Create link | Manage | Current... | Open in new... |
2| Cockpit ¥ ANl parts Structure 14190 X pl
E Fr— £
H I - Al ARG g
4 ¥ 101009 cylinder procad 0911715 ENGWIP 14190 £
=l
4 £ 101010 cylinder_a procad 091115  ENGWIP 14131 2
Ll CAD Model ENG WIP [A 0 version\l ||~)Ck'ﬂ|:' |'.u‘orl;ﬂo\-f".11l) cylinder_a_00015326_00015335,
R
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3.5.1

<«

Displaying tabs in a separate window

Tab windows that are displayed within the PRO.FILE user interface can be opened as a
separate independent window.

e By doing so you can also display multiple PRO.FILE list or form views in separate
windows next to one another.

e This is beneficial for a repeated selection of "Copy" and "Create link" for different
data records.

PROFILE V8 - procad - o x

Search Edit View Window ERP Integration Edit file Archival processing (7
)

B, i ©
€ Newpart / ﬁ [J(:\ [ Edit il 2 [}—él O
¥ New project : ~% % Opencopy op | =®

- Edit Lock/Unlock  Display Change Notify = Refresh
document 0] New objects ~ B status

Create

m

Bl

Edit document Edit file Cr.. Manage Current..

e 14190

Hit count: 9576

DocumentiD V L: W Document Type L c Version Doc Stahs

Close non active tabs

15377 CAD Model Close all ENG WIP
) 15378 @6 CcaDMode 8y -
i @ o ~ ¢ D DV L WD Type T Doc Revision Doc Version Doc Status [
— » 1536 CAD Model p A 0 ENG WIP ‘
B - - ]
- 15335 CAD Model P 0 ENG WP !
E B Ve Pr. B Pr_ Fo_Ba_ C_ Bsa_ C. D R. Df
e 2 ale =
: 0 T HEORE TS S R | 1523 G  CADModel ] A 0 ENG WIP
4 | 15334 CAD Model ENG 15314 CAD Model -A 0 ENG WIP
> @) 15339 CAD Drawing ENG 15313 CAD Model - A 0 ENG WIP {
o ST T PRSI ry —w I >
<l

Function call:

"Window"/right click on tab => "Open in separate window" / "Show in own window"

If you want to display a tab in a new window please follow the instructions below:

1. Activate the tab that you want to display in a separate window. The currently active
tab is always highlighted.

2. Access the PRO.FILE "Window" menu and select the command "In separate
window".

= The activated tab will be opened in a separate window, as illustrated above. Now,
it is no longer available within the tabs of the PRO.FILE user interface but only in
this separate window.

e the user can choose to permanently keep separate windows in the foreground of
the general PRO.FILE window. In order to do this, use the ¥ icon on the right hand
side of the window header
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&

Get separate
window back in
line with other
tabs

Fixate separate
windows to the
foreground

Note:

Of course, the list function as described in chapter "Working with lists" is also available
to you in these "separate windows".
The edit menu can be accessed from the context menu of the “8 right button!!

In order to bring a tab that is opened in a separate window back to the PRO.FILE user
interface please click the & icon in the header of the separate window.

Document Type CAD Model / Doc Status ENG...
Thumbnail Doc Revision Doc Version Doc Status
=,

e

DocumentID V L: W Document Type

CAD Model ENG WIP

| 15336

CAD Model ENG WIP
CAD Model ENG WIP
CAD Model ENG WIP

ENG WIP

If PRO.FILE tabs are opened in separate windows then these will act according to the
Windows standard: if you click on the general PRO.FILE user interface again the
separate windows will disappear to the background.

However, the user can choose to permanently keep separate windows in the foreground
of the general PRO.FILE window.

In order to do this, use the icon on the right hand side of the window header.

Structure 14190

4 £ 101009 eylinder procad 01115 ENGWIP 14190
4 £ 101010 cylinder_a procad 091115 ENGWIP 14191
LR CAD Model 0 |'-.'er5ion'-.El |Io~:k‘-.l2| |-.-.-.;rkﬂ.:-.-.-'-J1|:u cylinder_a_DDD15326_(
4 L3 101011 cylinder_b procad 091115 ENGWIP 14192
&Y CAD Mogel ENGWIP A 0 version'0  lockl0  workflowi110  cylinder_b_00015327_(
. e e e agTNGVIEL A O vers | loc]

The pin icons have the following meaning:

o : The separate window is not permanently pinned to the foreground. This can
be changed by clicking the icon.

o : The separate window is permanently pinned to the foreground. This can be
changed by clicking the icon.
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4

Step 4: How to open document files?

The documents saved under PRO.FILE can be created within various applications such
as documents from Microsoft Word, or spreadsheets in Microsoft Excel etc.

These 3 icons are available in the icon bar:

i Display:

If a file is stored with a document master record, it can be accessed and displayed
using this icon.

Changes cannot be applied here.

% Edit:

A file that is stored with a document master record can be retrieved from PRO.FILE
in order to apply changes. However, you will need the respective authorizations that
allow you to apply changes to this document. Any changes applied can then be
stored back into PRO.FILE.

[ Open copy:

A file that that is stored in PRO.FILE with a document master record can be
retrieved as a copy using this icon. The original document will remain unaffected in
PRO.FILE; possible changes will not be saved. This function is used, for example, if
someone else has already retrieved this document in order to apply changes or if
you lack the required authorizations for applying changes to this document.

The menu command "File edit" from the context Menu allows the user to apply different
functions to the document file. These commands are available:

"Display":
Displays the document in one of the viewer programs that have been set up for
viewing.

"Output document":
Prints the document using the printer that is set up as the standard for the operating
system.

"Edit document":
Extracts a document from the database for modification.

"Redline":
Extracts a document from the database for redlining.

"Open copy":

Extracts a copy of the document from the database.

"Remove document":
Deletes the document permanently (1) from the database.

"Copy link to Clipboard":

This function enables you to create an http-link to the file attached to the document
master record and copy this link to the Clipboard. In this way the link to the
corresponding document e.g. in all office programs, can be taken on.
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e "Add Thumbnail":
A preview picture (a so-called thumbnail) of the document master can be saved to
the document, which gives an insight as fo what is contained in the document
before it is opened. Once this function has been called up, you must select
between a "*.jpg" or "*.bmp"-file that will then be used in the list and form views.

e "Remove Thumbnail":
This function deletes the thumbnail saved to the document master.

Depending on the system configuration, these functions can be launched within
respective applications by the operating system or through additional programs.

PRO.FILE will launch the document related application if necessary.

Also, PRO.FILE checks for any possible lock statuses or other limitations in the user
rights and statuses.
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5

Step 5: How to exit PRO.FILE

There are two basic methods of closing PRO.FILE and logging off as a user:

e Via the menu "File" => "Exit"
With this method PRO.FILE is always closed and the current user is logged off.

e Via the "Close" icon B

e  of the PRO.FILE window
As a user you can specify how PRO.FILE is to react when this icon is clicked:

e PRO.FILE will close and log off the current user.

e PRO.FILE will be reduced to the system tray. The latter method will make new
access to PRO.FILE faster since the current user is still logged in.

Function call:

'File! => "Exit'

If there are still documents opened for modification and locked, PRO.FILE, in order to
secure the protection of your data, asks you what to do with these documents.

For this reason, a
message "The object The document

is checked out and “15379 CAD Model 3D Model ENG WIP A 0 version\0 lock\1 workflow\110 PLUG PART_S
_GEO_00015224.SLDPRT No CAD-System-0 EPICOR10 EPICO3 procad 12/09/2015 0 0"

changes are not yet
stored in PRO.FILE"

informs the user of

is checked out and changes are not yet stored in PRO.FILE.
How would you like to handle this document ?

: Edit:

this. Continue editing the local fle.

The lower part of the B e change In ths doasment
window offers you Discard Alk ‘

several options of Discard local changes in 2 doauments.

H . Cancel:
proceeding: Do not dose PRO.FILE and work further on.

Edt | | |Discard | [ DiscardAl | | Cancel

o Edit
PRO.FILE switches to the application the document is edited with. PRO.FILE is not
closed.

e Discard

The document is unlocked in PRO.FILE. Changes made since the last saving are
discarded. If additional documents are still opened from PRO.FILE, they are also
displayed in this window. If no further documents are opened, PRO.FILE is closed.
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Attention: loss of data

If a document is unlocked with this function and the changes are discarded, only the
status that was last saved to PRO.FILE remains. Recent changes that were not saved
back to PRO.FILE are lost!

e Discard all
If several documents are opened from PRO.FILE, they can all be unlocked at once,

and the changes to any of the documents are discarded. The documents are not
displayed individually. PRO.FILE is closed.

Attention: loss of data

If a document is unlocked with this function and the changes are discarded, only the
status that was last saved to PRO.FILE remains. Recent changes that were not saved
back to PRO.FILE are lost! Especially, when you have several documents opened, you
should use this function with care!

e Cancel
The closing process is aborted. The PRO.FILE session remains open.

The options in the window "Settings" determine the behavior of PRO.FILE.

Function call "Settings":

e In PRO.FILE: 'File" => "Seftings"

14:00

W< = b o

e Right mouse button on tray icon => "Settings

Now the window "Seftings"
appears.

The four options control the
following:

[] Start PRO.FILE automatically after Windows lagon
[] when clesed, PRO.FILE stays active in the system tray
[] &llew PRO.FILE and ather applications to come active to the fore

Show teoltips in list and browser

e "Start PRO.FILE automatically after Windows logon": When the user logs in to his
Windows account, PRO.FILE is started automatically.

e "When closed, PRO.FILE stays active in the system tray": When PRO.FILE is closed
via the B icon, PRO.FILE stays active in the system tray and allows a quick access
to the program again.
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e "Allow PRO.FILE and other applications to come active to the foreground". This
function forces occurring pop-ups by PRO.FILE and other applications to become
the active window on your screen. This is o avoid a pop-up staying invisible in the

background even though interaction is required, e.g when using an integration
function.

e "Show tooltips in list and browser". When tooltips are deactivated, you can press
<CITRL> 4 <T> to re-enable the display of tooltips for a list or browser display in

PRO.FILE temporarily. This activation of tooltips via keyboard only applies for the
current view and is not saved.
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6 Tip 1: Use the list functions

If a list is displayed in a tab within the PRO.FILE user interface, different list functions are
available to you through the icons in the local toolbar. This is true for the leading tabs
as well as for the dependent tabs:

PRO.FILE V8 - procad - O X

Search  Edit View  Window ERP Integration Edit file Archival processing A~ @
\J ~
R = HR
/ & E‘i [y op == - O
; Edit Lock/Unlock | Display a 3 Change Notify Refresh
document HE) New objects ~ B status

Create Editdocument | Editfile | Cre... | Manage Current d... | Open... |

(oISl [ Document Type CAD Model X

18 B8 E % f B 0‘ B B = Hit count: 10437

¥ New project

>

Browser Versions CO Disp. Docume.. Mailprot.. Modificat. Docume.. Partform Listofp. Status in. Docume..

ot B E B fl B B = I Hit count: 1
PLM ID V. L W PartNumber Descnpbion Revision
> 14221 B 100975 PCB CAN Bus Terminator A

<

Via these buttons, the following functions are available:

o = Select all rows:
With this button, all rows of a list are highlighted.

o IE Invert selection:
With the <Shift> key pressed down, it is possible to select whole areas of a list,
with the <Ctrl> key pressed down, you can select several individual rows. The

button "Invert selection" can be used to select everything that is not selected and
unselect everything that was selected.

e = Hide selected rows:

If several rows of a list are selected, these rows can be hidden from the list with this
button.

il

. I Search in all columns / Search in active columns:
In order to be able to perform a targeted search for terms in the list, the user first
has to select whether the search is to be carried out across all columns in the list or
only for a specific column in the list. .
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6.1

. : The search is performed across all columns in the list.

. i : The search is performed for the active column only. A column is activated
by clicking the respective column header.

E Define Filter pattern / Filter:
A character string can be entered into the entry field located within the icon bar.
Here you can use the already described wildcards/meta characters.
The search for the entered character string is started using the ™ icon.
If the search pattern is found, all matching data records are highlighted.

e
™" Next found pattern:

This icon is used to once again compare the entered filter pattern with the columns
that are to be searched. The next data record found is highlighted.

) Show hidden rows:

If rows of a list have been hidden, this button can be used to display them again.

PRO.FILE list selection:

The entries of the selected rows are selected and opened in a list in PRO.FILE. This
ways you can immediately view the stored information without further selection.

Sort a list, including multi-level sorting

It is also possible just using the keyboard and mouse to carry out multi-level sorting, i.e.
an arrangement of the data that takes into account several columns at once.
This multiple selection sorting is carried out using the <Shift>-button.

This is carried out as follows:

1.
2.

Press the <Shift>-button.
Click on the first column that you want to sort, until the required sort direction is set.

A (1) will then be displayed in the column header. This shows that this column will
be shown in the first sort-stage.

If you then click on a second column whilst still holding the <Shift>-key, this column
will also be taken into account when sorting the columns.

When you have finished selecting the columns for sorting, you can let go of the

<Shift>key.

The following screen shot shows an example of the multi-level sort:

DocumentiD V L: W Document Type - RP ID Thumbnail Doc Revision Doc Version Doc Status

‘ CAD Model ENG WIP
) 15376 BE  CADModel 0 - 0 ENG WIP
<[ " m & >
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6.2 Group list entries

The PRO.FILE list view gives you the possibility to group the data records found in a list.
The following example will explain this:

1. In orderto group a list you have to click on the column you want to start your
grouping with.

2. Then use the context menu to select the function "Group this column'.

P "
%‘ ﬁrfl’ B8 E 5 i B 20 BEER & Hit count: 10437
i DocumentiD V L: W D nt Type T+ e nision Doc Version Di A
PRO.FILE specification =
Save
b Save as... 0 El

Make this listview as the default

<] n |

Arrange columns...
Browser Vessions CO Disp. Docume. Mailprot|  Hidecolumn [Szams W Dccurme |
Show column
[ " 3 5
s o B E B . Hit count: 1
= | m ﬂ Scrollable from here
PLMID V L W PartNumber Revision

i i :

= The first level of the grouping will now be displayed. The individual entries within
this grouping can be shown or hid using the + and — symbols.

# ENG Approved: 4 item({s)

L ENG in Review: 9 item(s)
#"ENG Released: 521 item(s)
® ENG WIP: 9576 item(s)

3. You can now include any other column into the grouping. Simply click the desired
column header and use the mouse to drag it into the upper grouping area.

= ENG Released: 521 item(s) ~
DocumentilD V L: W Document Type Doc Revision Doc Version File Name M
i 15025 CAD Model A 0 Gumby Thumb_00015025 SLOPRT

{ 15024 G CADModel A 0 Gumby Finger 0628 (option 1)_000150

0 15023 CAD Model A 0 Band Base. Backhand 0628_0001502

(i 15022 CAD Model A 0 Gumby. Wrist Band 0628_00015022.5

0 15021 CAD Model A 0 Skeletal Frame, Arm Support 0628_00

{ 15020 CAD Model A 0 Glove, Inner layer 0628_00015020.5L
B 3E01Q  C~ADMadal A n Human_1af Aem NR22 NOAENIG Q1IN Y

= By doing so you can now include all column headers into the grouping. You can
also use the drag and drop feature to rearrange your grouping. Additionally, the
sorting functions of the lists will remain available.
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Doc Staius -
Doc Created By

ENG Approved: 1item(s)
ENG in Review: 1item(s)
=l ENG Released: 2 item(s)
engineer: 13 item(s)
manager: 47 item(s)
procad: 461 item(s)
ENG WIP: 1 item(s)

4. In order to reverse the grouping, simply drag the column headers from the
grouping area back to the list area.

Note:

; The structure shown relates to the contents of the data records, and not to the link
between the data records.

These links between the data records are shown in browsers, and are described in the
following chapter "Working with browsers".

6.3 Adjust column order and column width

Columns in the PRO.FILE lists can be moved to the required position using the drag &
drop principle.

e To do this, click on the relevant column and hold down the mouse button whilst
dragging the mouse pointer to the position in which you want to have the column.
Once you have the mouse pointer in the required position, you can let go of the
button.

e The width of the columns can also be altered, by moving the column separators
apart in the column headers of the required columns.

e Additionally, double clicking a column divider will result in optimizing the column’s
width. The optimal width equals the maximum text length of data displayed in the
column.

Once the list presentation has been optimized, the settings can be saved for future list
views. The function "Save as", should be used from the context menu for list creation, as
described in the chapter "Arrange list views and permanently save them". How can | filter
the datarecords in lists

PRO.FILE Release 8.7
April 2017 Page 58 of 87



Operation PRO.FILE for Beginners Filter for data records in lists

6.4 Filter for data records in lists

In PRO.FILE, it is possible to only display the data records in a list that match specific
selection criteria.

By activating the filter function and clicking on a filter selection in a column of a
PRO.FILE list, you can select the desired values from the display of possible values. After
that, the list is automatically reduced to the selected hits. Once you remove the filter, the
full list is displayed again. Apart from this default filter you can also specify custom text

filters.
Proceed as 1. Open a list in PRO.FILE via one oft he search functions.
follows 2. Select the icon Y 'Display/hide filter' from the icon bar above the list:

27 a WHEB &8 B
= The list header now displayes the function icons for the list filters.

3. Click the |V icon to select the values from a list column, to which a filter is to be
applied:
e Via the selection "All" you can activate or deactivate all options.

e  You can now select the values to be used as filter.

HIEEEE I B2 Y B R B rcoums
DoMo. TypeofDocume W LK Project descr. crealed on Rev. Vers. Name Drawing No. Docum
Bels W s 5 e E e ®
106486 CAD-Dokument Engineering Project X 16/09/2015 - - Crank shaft Clear filter
106487 CAD-Dokument Engineering Project X 16/09/2015 - - Qil pump Text filters 3
108488 CAD-Dokument Engineering Project X.  16/09/2015 - - Ball bearing ~
108489 CAD-Dokument Engineering Project X.  16/08/2015 - - Motor case
106490 CAD-Dokument Engineering Project X 16/09/2015 - - Cog wheel
106491 CAD-Dokument Engineering Project X.  16/09/2015 - - Screw
106492 CAD-Dokument Engineering Project X. 16/08/2015 - - Balt [ Crank shaft
i~[] Motor case
106493 CAD-Dokument Engineering Project X 16/09/2015 = = Nut -] Nut
=[] Gil pump v
4. If categories are used, you can click on one or more of ~ Department v
the colored fields to select the corresponding i
categories as filter criteria. Only the colors of the ] seles: Marketing

categories are displayed in the filter field.

= The list is now displayed with the results according to the filter specified in the
column header:

@| =5 E & a i B 7 Y| B B B| Hit count: &
DoNo. TypeofDocume W LK Project descr. created on Rev. Vers. Name Drawing No. Docum
el ® e @ 5 8 e s ®
106488 CAD-Dokument Engineering Project X 16092015 - - Ball bearing
106450 CAD-Dokument Engineering Project X 16092015 - - Cog wheel
106452 CAD-Dokument Engineering Project X 16092015 - - Bolt
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5. For the filters via the |'v button, you can also set a text filter:

v

7.

i

Clear filter

Teut filters » | Equals...
- [m] Al ~ Does not equal...
+[[]Blanks Begins with..,
- [] Ball bearing .
[ Bot Ends with..,
- [[] Cog wheel Contains...
- [_] Crank shaft

[ Crank sha Does not contain...
- [] Motor case
- [] Mut Custom filters...
E il pump o
| OK | | Cancel

Furthermore, you can specify the filter type. To do so, click on the ® icon and
select the desired function:

= Matches regular expression »
[A] Starts with

[A] Ends with

Does not start with

il} Does not contain

Does not end with

== [oes not match W

Finally, you can click on the ¥ icon to remove the filter settings for a column.

In order to delete the filter settings for the entire list, deactivate the filter function by
clicking the Y icon in the icon bar of the list.

@ Note: Filter for user selection

This type of filter is also available for the selection of users in forms. This facilitates the
selection of data in systems with many users.
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7 Tip 2: Customize the GUI to your needs

You can customize the PRO.FILE GUI according to your daily requirements:

e Setting up the dependent tabs

e  Arrange list views and permanently save them

e  Manage stored list views

7.1 Setting up the dependent tabs

The "dependent tabs" can be displayed for forms and lists. These dependent tabs allow
you to directly view additional information for an object that is active in the form or list
view.

Within the PRO.FILE user interface, this information is displayed in the lower corner of
the tab windows in the dependent tabs.

e A configuration menu is available to set up the tabs. It can be accessed through the
context menu of the right mouse button.

e This context menu is available once the mouse pointer is placed over a tab that
contains the names of the tabs.

, Function call:

3 "Mouse button on tab => Right mouse button

ons CO Disp.. Docume.. Mailprot.. Modificat.. Docume.. Partform Listofp. Status in. Docume..

Tab configuration

3 fi B 2 B = | Hit count: 1
Arrange tabs... — TRe
PLMID - k mber Description Revision
y Gl Hidewd PCB CAN Bus Terminator A
Show all tabs
Reset
< Save

The functionalities that are described in the following chapters will then be available for
configuration:

e Arrange dependent tabs

e  Split the tab window in order to see multiple tabs at a time
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&

7.1.1
Proceed as
follows

Note:

The available tabs are dependent on the object type that is currently active. The tabs
can therefore be configured separately for documents and parts.

Arrange dependent tabs

You can customize the display order of the dependent tabs.

Note:

If you are regularly dealing with large browser structures, parts lists or preview files, it is
recommended not have these corresponding tabs configured at the first position. This
is to prevent long loading times when an object is selected.

1. Place the mouse pointer over a dependent tab.

2. Then press the right mouse button and select the function "Arrange tabs..." from
the context menu.

= A new window will appear: D o
- Main -
. -] Browser
3. Using drag and drop you can e
- [J] Disp. data Cancel
now move every entry fo the ] Document description |
B Y -] Mailprotocol r Reset
desired position. e g
. . . I ~[¥] Part form |
4. ltis also possible to activate or L o pars
. i o ere use New group | ||
deactivate individual ~Bistaus informatien
. - || Documentdeperence
dependenT fObS using The ~[] Document usage !
checkboxes in fron‘r O]c ’rhe fOb Il ----DCaI(uIatln data |
. . P -~ Del
designation. This is how you ..Hﬁ;‘{ﬁ{;;atm Log
R H ] Preview
can redisplay any hidden tabs  Clprizes - Stock i
as well. — =

5. When you have arranged the tabs confirm your selection by pressing the <OK>
button.
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7.1.2 Split the tab window in order to see multiple tabs at a time

You can set up groups within the tabs in order to display multiple tabs at a time. The
following illustration, for example, shows how the preview tab is arranged on the left
hand side while all other tabs are placed on the right hand side:

s PROFILE V8 - procad
File Window
1) . =
B Ow gl o
New New  New New Refresh

document part project  objects

Create

B 0BRSS Hit count: 10437

vVLEw Type Doc Revision Doc Version Doc Stahus File Name DocCreatedBy  DocCreatedOn .~
» i 1mm CAD Model @ - 0 ENG WIP BA5-1808-0014_00015292 SLOPRT procad 097282015
15376 @6  caDModel .. A ) ENG WP PLUG PART_5_GEO_00015224.5LD.. peocad 097252015
15375 @ CAD Model ., |8 0 ENG WIP 34203024_00015293 SLDPRT peocad 097252015
15372 ] (CAD Madel N C = 0 P1LM Syncwith FRP. S333766A 00015281 SINPRT. neocad naasms . o

Browser Versio. CODis. Docum. Mailpr. Modific. Docum. Partfo. Listof. Status. Docum

o B b 4 F OO0 g = )
- YN oo BEOBREFTER S| &
[ 15377  CADModel 3DModel ENGWIP A 0 @ BAS-1808-001A_00015292 SLL
< " >

Proceed as . .
ol 1. Place the mouse pointer over the header of a dependent tab. Press the right
OlloWwSs
mouse button and select "Arrange tabs..." from the context menu.
2. A new window will appear. Tabconfiguration g e
- [¥] List of part -
Press the <New group> | \,\',rie‘,’,e e
bUﬂOﬂ -~ [¥] Status information
: ~[¥] Document dependence _Ca |
. ~[¥] Document usage m
= A new Group 1 will be (7] Status log
d . h h | . ~[] Fabrication orders - %04Id
created within the list: [ caleulation data
-] Deleverers =
~[]ERP Integration Log N (|
<[] Prizes - Stock
i ] Structur bill of mat. from KIFOS i
----- [T wWeb reports
(R srou 1 !
%ﬁ
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7.1.3

Proceed as
follows

i

Using drag and drop, now
move the tabs that you want
displayed in a second window
from the upper list ("Main") to
"Group 1".

Tab configuration -

- [J] List of parts

~[¥] Where used

-[¥] Status information
~[¥] Document dependence
il Document usage

- [] 5tatus log
~[]Fabrication orders - %04ld
-[7] Calculation data

-] Deleverers

~-[C]ERP Integration Log
~[] Prizes - Stock

----- [C1web repaorts
4-Group 1

~[] Structur bill of mat. from KIFOS |

0

Cancel

Reset

m

Mew group

If you want to further subdivide the tab window, you can now create additional

groups.

Confirm your settings by pressing the <OK> button.

The tabs will now be displayed within multiple groups in the PRO.FILE user

interface.

Undo the subdivision of the tab window

N

Place the mouse pointer over the header of a dependent tab.

Press the right mouse button and select "Arrange tabs..." from the context menu.

Now move all entries within the additional groups back to the "Main" list. If a group
doesn’t contain any more tabs, it will be automatically deleted upon confirmation

of your selection with <OK>.
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7.2 Arrange list views and permanently save them

There is always a context menu available to the user in the hit lists, document lists and
the part lists. Using this context menu, you can create the lists, edit them, and also save
their views.

To call up this context menu, position the mouse pointer in the list header with the
column headers, and click the right hand mouse button:

IR S I;.:'.. i B ol BB e Hit count 10437
DocumentiD V L W Document Type Thumbnail Doc Revision Doc Version Doc Stats File Name Doc Created By Doc Created On ||
§  PROVFILE specification

Select listview »

Save
ENG WP PLUG PART_S_GEO_00015224SLD_  procad 097262015

Save as...

Make this listview as the default
ENG WP 34200024_00015293. SLOPRT procad 097252015

Amange columns...

RS o e F1 M Swnc: with FRP SYA7RRA (001571 SINPRT nencad A4S v

Show column

Scrollable from here

Group this column

The following functions are available:

e The information on the currently selected list view:
You can save lists that you have previously configured yourself, and reselect them
at a later date. The first line of the context menu shows you which list view is
presently selected.

o Select list view:
This menu point can be used to select and call up all available list views.

e Save:
This function is used to save changed presentations of a list view. This function
relies on the specific user authority.

e Save as:
This function saves changes to a presentation of a list view under a new name.
During the save as process, a new name must be given to the newly created list
view.

e Make this list view as the default:
This command enables the presently activated list view to be set as the standard
view in its” present saved state. If a new list is called up, it will always appear in this
standard view format.

e Hide column:
This command blends out the presently active column from the list presentation.
Each active column is marked with a small arrow in the column header.

e Show column:
This function is used to blend in previously blended out columns, to make them
visible again. In the sub-menu of this function, is a list of all of the blended out
columns
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7.3

e Scrollable from here:
This function determines which columns always remain visible in the view. If a
column is activated and this function is called up, all columns to the left of the
activated column can no longer be scrolled away, and remain visible in the view.
(The column that is active at the time is shown with a small arrow in the column

header).

e Group this column:
It is possible to group lists by dragging and dropping the columns. This function has
to be activated through an initial command. Please refer to chapter "Group list
entries" for more information.

The views manager is used for the administration of the self-created lists. The various
functions of which, can be found in the following chapter.

Manage stored list views

You can create and customize lists in PRO.FILE so that they fulfill your individual
requirements. (See also the chapter "Arrange list views and permanently save them").

The views manager is used to carry out the administration of all of the saved list views.

Function call:

"View" => "Views-Manager"

Using the view v b A [

manager it is possible Publish  Type  Name tosuer -
to delete, rename, or :::m: :::': ::::
publish saved list Ustofdoouments | Al Docs by Siske | proced H
VieWS. e List of documents ProjectView manager

8 List of documents Default Doc List manager

o Fartlist Default Part List manacer -

For this, on the right hand side of the window, you have the three corresponding
buttons:

o <Delete>:
Irrevocably deletes the highlighted view. Recovery of this view is then not possible!
Only the customized view with its presentations will be deleted. Of course none of
the list entries or data records will be deleted.

e <Rename>:
This function can be used when saved lists should be renamed. To do this, the list
view that is to be renamed must be highlighted, and the <Rename> button
selected. A window will appear in which the new name can be entered. The
renaming should then be confirmed with <OK>.
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e <Public>:
Using this function you have the possibility to make your created, customized and
saved lists available to other PRO.FILE users. This requires you to have the relevant
user authority. To publish your lists, highlight the list views required and click on the

<Public> button. Published views will then be marked with the symbol .
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8

8.1

Tip 3: Save your searches

Favorites are saved search procedures — with additional possibilities, including the
automated performance of such searches upon PRO.FILE start.

All information on favorites:

e  Saved searches and subscriptions

e An overview of working with saved searches and subscriptions

Saved searches and subscriptions

The favorites management included with PRO.FILE allows for creation of shortcuts to
often used documents and book marking of documents in the database.

This allows for favorite documents being quickly accessed without going through data
selection forms. Then, results are displayed in a document list.

PRO.FIL

e Asimple mouse click on one of the
saved searches in the favorites list
will display the list of documents,
parts or projects that is specified for
this saved search.

Window

| B i

New New  New New
document  part project Folder objects ~

o

Refresh

Create

| Currentview |

+

B > [ Tasks (%)

e Here you can choose whether you
=3 (‘\SmarLSearch

want to use a saved search to define
bookmarks for specific 4 e G S
. . b [ 7] Public saved searches
documep’rs/porfs/prqec’rs. or if you 4 2 oot
want to include search criteria for 4 (] Saved Searches
such objects as a bookmark. v S”
. B Alerts
Accordingly, all documents, parts or 4 5 Beseline Carmgare E
. . . oy
projects will be accessed that either [E) Baseline Comparison :
correspond to the ID numbers or to gﬁﬁx“ﬁ;“zm““ &
. . s . . 18 Wi EVISIONS |\’
the search criteria specified within £F Universal Joit Baseline History |~
‘rhe fovorife. I+ [ Business Process Management
t= [7] Document Management
> [ PRO.Sync
I [ Part Management
B £ Prgj

In order to ensure that you are always automatically up to date, you can utilize
subscriptions:

e A subscription can be created for any saved search.

e This subscription monitors a saved search. If changes are made to the subscribed
documents, parts or projects, this is indicated in the information bar behind the
respective subscription in brackets.
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8.1.1 Accessing documents, parts or projects

Each user has the possibility fo create a multitude of different saved searhces for specific
documents, parts or projects and for frequently used selection criteria for the
corresponding data records.

Using the favorite management, you have quicker access fo:

e  Any Documents, Parts and Projects
e Any Document lists, Part lists and Project lists

e Any selection criteria without having to enter data.

Drocad =
Start i 00
1 - BB New project 3 T Edit Copy - E List
B % / @& LQ° ce L SRR
‘ " [ New Folder . B [l Open copy | 9% Create link 3 Form
New New Edit Lock/Unlock | Display Change MNotify | Refresh
document  part Mew objects ~ L‘& Copy search critericn status Eg Structure
Create | Edit document | Edit file | Create link | Manage | Current... | Open in new... |
> ] Tasks () + Cockpit B CAD Models with Revisions X )
2
. HEEEEYEE B2 Y RS N
P N SmartSearch V L: W Document Type Thumbnail Doc Revision Doc Version Doc Staus || ¢
)
4 5 =1
W Favorites CAD Model 3 0 PLM Sync witl|]
b 7 Public saved searches 2
o
4 ; procad §
2 [ SR I | CAD Model ﬂ [ 0 ENG Releaset o
B Al é
B[] Alerts 3
2
4 [7] Baseline Compare
[F Baseline Comparison
(Bl CAD Models with Revisions
-ﬂ- Universal Joint Baseline History
= [ B Process <] m [ >
b [ Document Management - - - -
B ] FRO Sync Brows . Versio. Docu. Maillog Ststus = Modifi . Fartfo_ Listof Where = Ststus . Docu.  Docu
B [ 7] Part Management T_ ep ez o9 DY #Y ﬂ EY ?_;} G S 94 E.\L B ):
& [ Projects
4 [ Subscriptions | ] CAD Model 3D Model PLMSyncwithERP C 0 [ 53337664 00015281.5L0PRT  proc
3 All Parts InWIP (103)
B 100% (0)
[ RPN — e — . —
Saved searches e Once defined, PRO.FILE allows you to make your favorites available to other users.
offer the following You can display and use favorites of other users.

possibilities e In the "Public folders" you can deposit favorites for every other user to access.

e ltis also possible to define a favorite as an Autostart-Favorite. When starting
PRO.FILE, the documents and the parts of this favorite will automatically be loaded
into the list presentation.

Saved searches can be presented, created, listed, administered, and activated in the
favorites bar.
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Saved searches and subscriptions

The favorites bar is accessed through the "Favorites" tab on the left

hand side of the PRO.FILE user interface.

You can then lock the favorites bar for continuous viewing by
clicking the # icon. The auto hide function of the favorites bar can

be reactivated by clicking the & icon.

The favorite overview presents the created favorites as an info-tree.
The individual branches of this info-tree can be blended in or out

with the use of a double mouse click.

Combine saves searches as you like

Refresh

form/list view

Current display

A particularly helpful feature within PRO.FILE includes a function for modifying existing
saved searches, by including or excluding documents or search criteria:

e For example, using a saved search you can organize documents, parts or projects
along with common selection criteria, such as documents with IDs 17080 and
25098 along with the "e-mail" document type.

e  Once defined, criteria for a saved search can be modified. You can include or
exclude criteria as well as include those of other document types (e.g. the selection
of all documents that have been released except "CAD" documents and documents

that are older than ten days).

e Additionally, you can exclude objects from a saved search by explicitly excluding its

ID.

e Relative time entries remain saved, and are re-evaluated at every new start.

In the following chapters we will describe functions and management.

Subscriptions

For each saved search that you create, it is possible per mouse click to simultaneously

create a subscription.

e When PRO.FILE is started, a comparison is
carried out in the subscription, to see if
anything has been changed in the objects
of the saved search. A check will be run to
see if new or changed objects exist.

e If this is the case, the number of changes
and reforms will be shown after the name
of the subscription in brackets, in the

PRO.FILE info bar.

4 57 Favorites
I [ ] Public saved searches
4 2 procad
B[] Saved Searches
4 [7] Subscriptions
£3 Al Parts InWIP (103)
B 100% (0)
[I] InBex - New RFGs From ERP (0)
B 952 (0)
[E] demo (0)

These displayed changes can then, with the click of the mouse, be called up in the form

of a list on the subscription in PRO.FILE.
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8.2 An overview of working with saved searches and subscriptions

PRO.FILE introduces the ability to use saved searches for quick access to frequently used
data objects and documents. For access to the commands and functions, the favorites
administration offers a context menu.

Right-clicking the mouse in the list of saved L
searches will display this menu. > ] Public saved searches
4 ; procad
With this editing menu all actions connecting PR Soved Searches
the favorite-administration can be executed. B ]| Display
) ) . ) > New v
This menu contains the following functions: iE
Rename
e Display: displays the contents of a saved Modity
search or a subscription in the form of a Delete
list. This function can also be applied by a b7 Copy
double click on the desired saved search b | Cut
or subscription in the favorites bar. B Insert
L | Extend
e New: The menu allows users to create > 5 o
o Extend (visibile versions)
saved searches and subscriptions. A P ETSH  geduce
structure can be built by creating sub- M Fol e wisible version)
folders, which allows for the organization B Fro -
. Check subscripticns
of saved searches. To find out more about -

. we search as autostart
the creation of saved searches and Soved cemrches of other veere
subscriptions please refer to the chapters: :

Properties

e Create a new saved search

e Create a new subscription

e Rename:
Renames an existing saved search or structure folder. It is also used to modify the
description of the saved search. The contents of the saved search will remain
unchanged.

e Modify:
This function allows the editing of the saved search with respect to the memorized
objects and search criteria.

e Delete:
Removes a saved search or subscription from the favorites list.

n Caution — undo is not possible::

~
' & This command will irretrievably delete saved searches and subscriptions.

e Copy, insert:
Function to copy a saved search — even a saved search from another user. See
chapter: "Copy saved searches" for more information.
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e Cut
Using the functions "Cut" and "Insert", you can move saved searches and
subscriptions and their superior folders via the PRO.FILE clipboard to another
folder. Structure folders, saved searches and subscriptions can also be moved to
other positions of structure, using drag & drop.

e Extend / Extend (visible versions): With these functions, the existing saved searches
are enhanced by the contents of the PRO.FILE clipboard. This is valid both for
memorized parts/documents/projects and for search criteria. See also "The
functions "Extend" and "Reduce". Relative time information remains unchanged in
the saved search, and is re-evaluated each time the saved search is called up.

e Reduce / Reduce (visible versions): With these functions, the existing saved
searches are reduced by the contents of the PRO.FILE clipboard. This is valid both
for memorized parts/documents/projects and for search criteria. See also "The
functions "Extend" and "Reduce".

o Check subscriptions: Subscriptions inform the user of the changes to the elements
in the corresponding saved search. The subscriptions are automatically updated
when PRO.FILE is started. This function is to manually update the subscription whilst
working in PRO.FILE.

e Saved search as autostart: With this function, a saved search can be set up to be
started automatically when PRO.FILE is started. The contents of the saved search
are then immediately displayed in a list. A saved search configured for autostart is
marked with "Auto start' in parentheses after the name of the saved search.

e Saved searches of other users: Enables a user, with the help of the sub functions
"Display" and "Hide", to access the saved searches of another user.

e Properties: Displays the description of a saved search or, in case of a subscription,
the saves search the subscription is based on.

Detailed information on the handling of favorites and subscriptions can be found in the
following sub-chapters.
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8.2.1 Create a new saved search

With the favorites administration of PRO.FILE, lists of documents, parts or projects can
be under a custom name for later access.

Using the PRO.FILE favorites administration, you can define two different kinds of saved
searches:

e  Static:

On the one hand, you can define a list of documents, parts or projects as saved
search. Additionally, you may then include or exclude documents from this saved
search.

When the saved search is called up at a later time, the same list as defined and
enhanced/reduced before is displayed.

Example: A saved search for the report template with the ID 13254
e  Dynamic:

On the other hand, you can define only selection criteria for documents, parts or
projects for a saved search.

When this saved search is called up at a later time, the a search is made using the
defined search criteria, returning a list of results matching the criteria at that
particular time.

Example: All parts currently "in Review". All documents related to a specific project.

Creation of saved searches is always based on data stored in the PRO.FILE clipboard
and therefore requires that you use the "Copy" or "Copy search criterion" function first.

A saved search can be made from individual documents/parts/projects ("Copy") or from
search criteria ("Copy search criterion"):

o "Copy": If the saved search should contain the exact contents of the list => static.

e "Copy search criterion": If the saved search is to be made from the critera that lead
to the search result.

Note:

; A saved search can either call up documents or parts or projects. It is not possible to
combine the object types.
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Proceed as Create a static saved search Create a dynamic saved search
follows
1. Select the desired data records in 1. Start a search with a search form.
a list. Use the search criteria to be
stored in the saved search.
2. Choose one of the following functions from the context menu using the right
mouse:
3. "Copy" 3. "Copy search criterion"
4. Inthe node named with your user-name on the left side of the favorites bar select
the node named "Saved Seaches" (or one of its sub-folders).
4 7 Favorites
B [ 7] Public saved searches
4 O procad
Sl Saved Searches
B [ 7] Subscriptions
5. Select the function "New" => "Save new search” from the context menu (right
mouse button).
6. Entfer a name and description for your saved search.
7. Confirm with <OK>.
= The saved search is thus created and available in the list of saved searches.
= Double-clicking the saved search will result in PRO.FILE displaying the memorized
data records or the results of the search criteria memorized.
8.2.2 The functions "Extend" and "Reduce"

The Include and Exclude commands are very helpful in managing saved searches.

They are used to modify the contents (documents and selection criteria) of a saved
search.

When these commands are used, the PRO.FILE Clipboard is checked for objects
and attributes to be included or excluded to/from a saved search. This works for
objects as well as for selection criteria.

Particular objects can be excluded from a favorite with the command "Reduce". The
'Reduce" command is also used to define exception rules when a set of search
criteria is to be saved.
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8.2.3

An example for a new saved search

Let's assume that a user often access three particular product specification documents.
The user can create a saved searcg for convenient and quick access. The documents
are already shown in a document list.

1.

To collect the documents with a saved search, the user selects the three documents

in a document list window.

Next, the "Copy" command is called (using the right mouse button or from the

"Edit" menu).

PRO.FILE V8 - procad

Search Edit View Window ERP Integration Edit file

Archival processing

PROCM

[® Upcoming tasks
[[% Completed tasks

4 O SmariSearch
[ All CAD Models
[E] Doc Types
A 5p Favorites
t [ Public saved searches
4 2 procad
4 [7] Saved Searches
B A
t [ Merts
= [ 7] Baseline Compare

V  Product

Promotional Products

Licensed Products

Licensed Products

W Document Type

Product Specification

Product Specification

Product Specification

New with data

| Edit

Duplicate
MNew version/revision

Delete

Thumbn © Doc Revision Doc Version Doc Stal ~

|

h- ﬂ‘ P New project / ﬁ I?'H [ Edit [ Copy 5 O ] List
7 Mew Folder . 7® [ Opencepy |®% Createlink m- -’ Form
New New Edit Lock/Unlock | Display Change Notify | Refresh
document  part New objects ~ %, Copy search criterion status fg StructLqi
Create Edit decument Edit file Create link Manage | Current... | Open in n ’
* Cockpit Product Specification X
4 [0 Tasks (%) It
= o -

o B EE R @ I 27 YV BER 8

-

Browser “ersio. Docum. Maillog Status. Modific. Part fg

Copy search criterion

&[] Business Process Management i3 ‘ " % R | B & & B F L 0 ot
b [ Document Management [E£Tzam "
&[] PRO.Sync ] Product Specification Stateless A 0 Edit file s
t= [ 7] Part Management Transmittal 3
b [ Projects Export document
4[] Subscriptions ey
et e el . et ettt . . g _—

= This results in PRO.FILE adding these three documents to the PRO.FILE Clipboard.

The next step is to activate the list of saved searches in the favorites bar. Now we can
create a new saved search:

Right-click the mouse, then select
the "Save new search" command.

4 3¢ Favorites

& [ Public saved searches

PRO.FILE creates a saved search iCis] Dy
. ‘ ew »
and includes the documents stored ol E— T
in ‘rhe PROF”_E C|ipb00l’d WITh it. bl Medify Save new search (visible versions)
B Delete Subseription
Fol  Copy New felder
‘ Pr Cut
Insert
Extend
Extend (visibile versions)
Reduce
Reduce (visible versions)
Check subscriptions
Save search as autostart
Saved searches of other users 3
Properties
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8.2.4

o

Upon creation, PRO.FILE
displays a form prompting for
a name to be given to the
saved searcg. In this example,
we have entered "My
documents". A description of
the saved search can be
added as well.

Confirm your input with <OK>.

Mame | Iy ds

Description

["] Documents + Parts

My product specification documerts|

PRO.FILE updates the list of saved searches to include the new one.

Double-clicking the saved search will result in PRO.FILE displaying a window
containing a list with objects that have been defined for the favorite.

Copy saved searches

Each save search that can be accessed can also be copied.

The context menu of a saved search contains the
functions "Copy", "Cut" and "Insert"

Copy: copies the selected saved search to the

internal clipboard.

Cut: copies the selected saved search to the
internal clipboard and removes it from its current

position.

Insert: inserts the copied saved search at the
target location from the internal clipboard.

4 57 Favorites

& [ Public saved searches

4 2 procad

4 [ Saved Searches

> £ Al
b [ Alerts

4 [ Baseline Compare

==

> £
> £
> £

-

> 1A
]

4 [ Subs
- B

- K

[ ¥
ER

®d

[ Foldy

B Proje

Display
New
Rename
Modify
Delete

Cut

Insert

Extend

Extend (visibile versions)
Reduce

Reduce (visible versions)
Check subscriptions

Save search as autostart
Saved searches of cther users

Properties

[3

When the function "Copy" is used, a dialog for naming the resulting copy is

displayed.

If the source is a folder, the folder with all sub-folders and saved searches in it is

copied.
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8.2.5
8.2.6
Proceed as
follows:

Create a new subscription

Subscriptions are always created in relation to a specific saved search. They monitor

saved searches and inform the user of changes to the results of the saved search. The
update of the saved search is made upon the start of PRO.FILE, or when the function
"Check subscriptions" is selected from the context menu of the favorites bar.

If you want to create a subscription, a saved search has to be selected so that it can be
monitored by the subscription. Then the command "New" => "Subscription" has to be
called up from the context menu.

A subscription always has the same name as the saved search. It now appears in the
subscriptions folder.

When changes occur in the results of the saved 4 ¢ Favorites
search, the amount is shown in parentheses after the > ] Public saved searches

. .. 4 2 procad
corresponding subscription. 5
B [ Saved Searches

4 [ Subscriptions
B 100% (D)
B 95% (1)
£ Al Parts In'wiIP (103)
[0 InBox - Mew RFQs From ERP (0)

Attention:

Relative time entries in saved searches can sometimes lead to undesired effects in
connection with subscriptions. This is especially the case if date ranges are set very
tight, and the subscription is not updated regularly.

Access saved searches of other users

The PRO.FILE favorites management allows for adding and maintaining saved searches
defined by other users to the list of your own searches.

To do this, the user is added to the favorite overview using the functions "Saved
searches of other users" => "Show", and by doing this, all of the existing favorites of
the actual user are made visible (this depends on the user authority level).

Note:

For the display of saved searches of other users, you need the corresponding function
access right.

1. Open the list of saved searches and select the function "Saved searches of other
users' => "Display" from the context menu.
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Hiding other users
from the list

8.2.7

2. A selection screen will now appear, from which you can choose the user whose
saved searches should be displayed. In this mask the name can be selected from a

list via the selection button B,

= The saved searches of the selected user are displayed in the list of saved searches.

In order to hide a user from this list, simply select the respective user in the list of saved
searches and select the command "Saved searches of other users' => "Hide" from the

context menu.

Public saved searches

PRO.FILE gives you the possibility to save searches to a public folder as well.

Saved searches in the folder "Public saved

searches" are available to all users within the
same PRO.FILE database.

Saved searches in the public folder have to
always be created in this folder because a
separate authorization is required for the
creation.

The procedures for creating, deleting, editing
and further managing saved searches in the
public folder are the same as the general
procedures for saved searches that are
described in the previous chapters.

Note:

4 ¢ Favorites
4 [ 7] Public saved searches

4 [ 7] Documents
4 [7] Al FDA Part 11 Required
[l FOA 11 Required
B [ 7] Al ReHS Reguired
B [ ] Engineering
[ "] From ERF
B[] Manufacturing
["| Parts
["] Projects
B [ Projects

Users need the corresponding function access rights in order to make saved searches
available and to manage them in the public folder. These are administrated via the

PRO.FILE Management Console.
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% Tip 4: Export the contents of lists and browser
displays to Excel

With the button 1% you can export the information displayed in different lists and
browser displays in PRO.FILE into an Excel file.

The export of such displayed data can be made from the main tab as well as from the

dependent tabs.
Start R
] . [ 2 [t Edit Copy - =
B s%®ig /& OL° el ~= o HE B
[ Opencopy |28 Createlink %
New MNew  Mew MNew Edit Lock/Unlock = Display - Change Motify Refresh Liste Form  Structure
document part project  objects [%, Copy search criterion | granys
Creste Edit document Edit file Create link Manage Current display Open in new display
T ® Cockpt  [D) Baseline Comparison v tory
) e R B EH m II B # 0 ) Hit count: 1
PR PLMID V L W PartNumber Descripion Revision Level Variant
4 7 Faverites L) ;] 2007081327 Universal Joint Assembly (1] IPLM Sync with ERP
B (] Public folders
4 5 procad
4 ] Folders
> EIA
[ Alerts
4 [7] Baseline Compare
Baseline Comparison : .
] CAD Deswings with Revisions. < | _ E ’
CAD Models with Revisions Bill of matecials. il of materisls o5 3 st Extended bill of materi. Quantity BOM | Brow HP.ﬂ Mailp. Modif. Versi. VWher. Statu_ Parts. Statu
b ] Bsiness Procesatlomogemers. | 12 & % | 0 o7 p| B]E ok & B € &[0 1 R 1
b [ Document Management Level Line Hem Qty EUOM | |
> £ PRO.Symc 4 {30 ] 000000 =
b (7] Part Management £ 0 2.00000 EA ||
v [ Projects 0O 20 100000 EA
& ] Subscriptions
o <8 20000y 2 . 132 @ CAD Madel S
- - P -
<[ m > <[ i >

To export list or browser contents to Excel proceed as follows:
1. Activate the list or browser display that you wish to export.

2. Click on the button 5 in the icon bar belonging to the display.

3. You are then prompted to specify a file name for the Excel table to be saved.

= The dOfO is now BE S List of documents.xds (Compatibility Mode
. . “ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  PROFILE  Tesm
displayed in B O e e e e | B [
Excel. New ubioh el A , new o
st 83 Links and Attachments. @B Open in Web Acce Repo | A Team Project Ports
Work items Tree Reports Help
= From category at : fr
1 A 8 cDE £ [ H X
fields, only the P s T R T el o —_—
COTegOl’y names 2| 1 CAD Drawing (NDF) A ’01 PLM Dearwing (NOF) uore_00000116_000001174¢
m CAD Drawing A (] ENG Approved 00000116_00000117 SLODR
are expoﬁed Ond : ® CAD Model A ] ENG Relessed g_mnsm
5
6

separated by a
semicolon.
Colors are not
exported.

B Y ety e A a a aa W

= For better display, the column headings are displayed for each level of the exported
structure in Excel separately.
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10

10.1

Dependent tabs
that are available
for documents,
parts and
projects:

More information to look up

Some useful background knowledge can be found in the following chapters:

e The dependent tabs in PRO.FILE

e The buttons — an overview

The dependent tabs in PRO.FILE

In PRO.FILE the user has the possibility to use the tab concept in forms and lists. With
this tab concept the organization of the individual windows is more comfortable.

Each activated window is divided in two views. The selected data is shown in the upper
view. All relating information can be displayed by using the tabs.

The configuration of the tabs is made via the context menu => function "Arrange
tabs..." (see chapter "Setting up the dependent tabs').

PRO.FILE V8 - procad

fle St sewch it [N ERP integration  Editfle  Archival processing
B3 | B . ® Versions [ Reperts El
B o 0E B ° X
= i p e io Partform
Switch  Refresh | Liste Fom Structure Views Iy

form/list view fid Listof parts manager
Cumrent displs ] Manage

Further displays

B e BRS Hit count: 10437
viw Type ERPID asion Doc Version File Name Doc Created By DocCreatedOn  ~

157 @ CAD Model Sy 1B 0 ENG WP 34203024_00015293 SLOPRT procad 09252015

130 @ CAD Model , -] (] PLM Sync with ERP BAS-1306-301A_00015273 SLDASM procad 09242015
bin] @ CAD Model e Sl PLM Sync with ERP 5333733A_00015280 SLOPRT procad 09242015
15269 @ CAD Model \ ] PLM Sync with ERP 53237224_00015279 SLDPRT procad 09242015
5] CAD Model Sy g 0 PLM Syn with ERP 53337114 (0015278 SLOPRT peocad 08242015 v.

<l

Browser Versions CO Dispos Docmusage Iprolocel Moddication log Document description  Partfoem Listof parts  Status information  Document dependence

29 ]
Document Type Doc Statss Doc Revision Doc Version File Name File Extonsion Thumbrsl Doc Created On Doc Created By Document 1D Drawing Type Authoring
4 [ ) CADModel PLM Sync weh ERP € 0 53337664 _00015281.5L  sidpet \ 4092015 peocad 18372 0 o
) CAD Mosel PLM Sync weh ERP B o BAS-1806-501A 00152 sidasm f 4092015 procad 18371 fasembly

e "Modification Log":
Displays the list of changes for the data record that is currently active in the list or
the form view. This list of changes contains information from the change log, for
example: the user who applied the changes, the date of the changes as well as
comments on the changes. The specific list functions are available for further
modification of the list of changes.
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e "Status":
The dependent tab "Status" provides users with further information on the current
data record. This includes workflow status, project designation, information on who
locked the data record and when, and information on who retrieved an attached
document and when.

e "ERP-Infegration log":
If your PRO.FILE is linked to an ERP system, this tab contains information on the
exchange of the documents.

e "Mailprotocol":

This dependent tab contains a log on which users have been notified at what time
about the selected PRO.FILE object.

e "Status log":
Displays a list of the completed workflow transitions stating the workflow date, the
user in charge, and the workflow comments. This allows you to retrace the
sequence of the condition changes of a selected document or part through the
specified workflow transitions within the company (e.g. from construction to
manufacturing).

Browser \ersions REEWNSIERER CO Disposition Documentusage Mailprotocel Medification log  Decument description  Partform Listof panis  Status information  Decument dependence
& &
Promaoted On Promaoted By From To
»
20071111 20 procad 120: ENG in Review 130: ENG Approved
200771111 20: procad 110: ENG WIP 120: ENG in Review
200711711 20 procad 0: Stateless 110: ENG WIP
200711005 13 procad 100: WP 0 Stateless
nps ",
e "BizTalk Log":

If the BizTalk adapter is used, this is where the BizTalk log can be viewed. This log
is used to record communication information between PRO.FILE and the BizTalk
server.

o "Browser":
The structure overview (also called browser) gives users a graphical overview of the
links of documents and parts. Starting from the currently active part, the
subordinate structure is displayed here. Please refer to chapter "Working with
browsers".

e "Where used":
The usage browser is available in PRO.FILE as a counterpart to the structure
browser. It is intended to inform users on the usage of a part or document making
it an aid to illustrating the backward structures. As opposed to the structure view,
the PRO.FILE usage browser is used to show which objects a specific document or
part is built or attached to, thereby giving a complete usage list for the selected
object. Additionally, a context-sensitive editing menu gives users the possibility to
manage and adjust the usage records.
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Dependent tabs The following tabs are only available for documents:
that are available
for documents in
particular:

o "Preview":
This view will display a document in a preview window. The PRO.FILE preview
window allows for the display and viewing of raster drawings in a PRO.FILE window
without having to open the corresponding editor program. It is, however, required
that the corresponding viewers and drivers are installed. Within this preview
window, users can access the functions "Adjust", "Next page" "Previous page",
"Zoom selection" and "Zoom out selection" by clicking the corresponding icon
allowing them to zoom within the PRO.FILE preview tab. It is also possible to show
the preview in a form and to then show it using a tab. It can also be included in a
list as a thumbnail. Especially for larger files, these thumbnails offer distinct
advantages: their transfer to the client is much faster and their format and small
size enable a preview that is integrated into the list of documents.

e  "Versions":
If o document is versioned, the database will contain older versions or revisions of
the currently displayed document master data. This view lists all older versions
available for the selected document:
Uses a browser to show which documents are attached to the selected document
and in which structure. This corresponds to the structure view but is limited to
documents.

e "Document description":
This tab displays the description of your current document in the PRO.FILE form
view.

e "Document structure":
Displays the structure of the document, i.e. all documents that are linked in the
structure below the active document. This display is similar to the browser display
but only displays documents.

e "Document usage":
This shows a browser view of which documents the selected document is attached
to thereby showing the backward structure. This view corresponds to the usage
record, but is limited to documents.

e "Part form":
Displays all parts for the selected document that are attached to this document
within a new form view. Please refer to chapter "Working with forms" for more
information on the form view.

e "List of parts":
Displays all parts for the selected document that are attached to this document
within a new list. Please refer to chapter "Working with lists" for more information on
the list view.

Dependent tabs The following tabs are only available for parts:
that are available
for parts in
particular:

e "Parts Browser":
Uses a browser to show which parts are attached to the selected part and in which
structure. This view corresponds to the structure overview but is limited to parts.
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Dependent tabs
that are available
for projects in
particular:

"Parts usage":

This shows a browser view of which parts the selected part is attached to thereby
showing the backward structure. This view corresponds to the usage record, but is
limited to parts.

"Document description":

Displays all documents for the selected part that are attached to this part within a
new form view. Please refer to chapter "Working with forms" for more information
on the form.

"List of documents":

Displays all documents for the selected part that are attached to this part within a
new list. Please refer to chapter "Working with lists" for more information on the list
view.

"Bill of materials":
Displays the bill of material that belongs to the selected part. Use the context menu
of the right mouse button to access the bill of material editor from this view.

" Bill of materials as a list":
Displays the bill of materials as a list with the possibility to select several parts.

"Extended bill of materials":
List with more information on the parts. The part selected in the main tab is
displayed in the extended bill of materials again as position 0.

"Quantity BOM":
Via this tab you get a list that shows which paarts are used in which quantities
within the assembly.

"CAD/Office-browser":
Displays the structure of the parts that have been saved via a PRO.FILE integration.

"CAD/Office-list":
Displays all parts of the structure that have been saved via a PRO.FILE integration.

"Versions":

When a part has been versioned, the older versions of the part master record are
saved in the database. This dependent tab lists all available versions of the part
master record.

The following tabs are only available for projects:

"Project form"
Displays the project description in the form view.

"Project manager"
On this tab you can assign project roles to PRO.FILE users. With the assignment of
the role, the users automatically get project-specific status permissions in PRO.FILE.

"Gantt chart"
Displays the timeline of a project based on the tasks created in the context of the
project.

"Tasks"
This tab displays a list of the tasks that have been created in the context of the

project.
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10.2

"Role assignment"

In the project management of PRO.FILE, status permissions can be assigned
project-specifically. For this, the users are assigned specific roles and thus assume
the status permissions within the project for this role.

"List of documents"
The documents list displays all documents that are linked to the project in list view.

"List of parts"
The parts list displays all parts that are linked to the project in list form.

"Document form"
Displays all documents that are linked to the project in form view.

"Part form"
Displays all parts that are linked to the project in form view.

The buttons — an overview

A variety of functions in PRO.FILE can be accessed via buttons. These can be found in
the toolbars of the tabs as well as in the ribbons or context menus.

The following is a list of the various buttons and their meaning:

2 PRI LDEEE P

o

Description Description

Display f Search in active column
Open copy i Search in all columns
Edit file EE3 Switch between form and list display
Redline éQ Change search

Output document 5 New change list entry
Copy 4 Delete change list entry
Create link rd Edit change list entry
Search document -5- Status change

Search part = Open structure display
Search project Open list display

Hide/show documents Open form display

Hide/show projects E}g Go to page ...
S

Hide/show parts Next page
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&

j’ﬂ

e J
AR

LA,
L
e o

Mom™y & & 8 8\

A @ A/

Full-text search
document

Full-text search part

Full-text search project

(n.a.)

Create new document

description

Create new part
Modify
Lock/unlock
Close window

Insert link

Delete link

Change link

Filter

Next found pattern
Select all rows

Hide selected rows

Invert selection

Export list to Excel
Previous element

Next element

¢

El &

3 o

i §

P oS & O T R %

Previous page

Filter for part search

Preview file

Preview thumbnail

Rotate 90° left

Rotate 90° right
Adjust height

Adjust width

Adjust

Show structure BOM

Show part usage

Show BOM editor

Save

Reset

Views manager
Enlarge selection
Enlarge

Make smaller

Print
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