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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
June 2017
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PRO.FILE Advanced - Creating, Managing and
Changing

This manual builds upon the manual "PRO.FILE for Beginners — Search, find, open" and
contains extended information in the following chapters:

The PRO.FILE GUI
The PRO.FILE register tabs

Searching and finding: selecting data records

Functions of the favorites bar
Working with documents in PRO.FILE
Working with parts in PRO.FILE

PRO.FILE status management: Support and Control your Workflow
Via transmittal: Data exchange from PRO.FILE to PROOM
Optional: The PROOM Integration in PRO.FILE

Fehler! Verweisquelle konnte nicht gefunden werden.

Note: Working with PRO.CEED projects, processes and tasks

The functions for PRO.CEED processes, projects and tasks described in the context of
PRO.FILE require a separate PRO.CEED license.

PRO.FILE Release 8.7
June 2017
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2 The PRO.FILE objects: An overview

For the classification of data, PRO.FILE works with different object types:

Documents: All files saved in PRO.FILE are saved under the object type
"Document". For this purpose, a document description is
created, containing classification information of the data. See
the following chapter "Working with documents in PRO.FILE".

Parts: Parts only consist of a "part description" in PRO.FILE. Part
descriptions classify a design part or element. By the
connection and structuring of parts, the bill of materials of an
assembly is composed. The object "part" in PRO.FILE
corresponds to an "article", "article master" or "material
master' as often referred to in other systems.

See "Working with parts in PRO.FILE".

Projects: Projects are "case binders". Within a project you can collect
documents, parts, tasks and sub-projects according to your
requirements, structures, orders or product groups.

In the second step, special permissions can be assigned to
projects. This is done via the role concepts of PRO.FILE.
For further information, please see the manual "Operation

PRO.CEED Base".

Folders: Folders are objects that can be used as structure objects in the
context of projects or standalone and that can be linked to
create larger structures of documents, parts, tasks, etc.

Folders can also be used for the quick saving of files in
PRO.FILE with automated classification of the document
description.

Transmittals: Transmittals are digital dispatch lists. See "Transmittal: digital
dispatch list with PRO.FILE".

Tasks: Tasks describe a specific activity or work assignment with a
clearly defined date, duration and work information to be
assigned to a user. It is possible to link documents and parts
from PRO.FILE to a task. Tasks can be created separately or
within the larger context of a process or a project. If a task is
created within a project, the time components of the task are
reflected in the Gantt chart of the project.

Processes: Processes describe order of tasks for the definition of a
specific business process, including the time components of
the tasks. An example would be a "service request" which
includes different steps for processing. It is possible to define
sub-processes, which can be run in parallel. A pre-defined
process is started in separate process instances. For more
information, see the manual "Operation PRO.CEED Base".

PRO.FILE Release 8.7
June 2017 Page 11 of 241



Operation PRO.FILE advanced For explanation: Documents and document types

2.1 For explanation: Documents and document types

Various document types such as drawings, test reports, invoices, images, bids,
documentation, faxes received etc. require specific fields for receiving information
relevant to them. Thus the field "Invoice receipt" will be relevant to an invoice, but less
likely so to a CAD drawing.

The varied information requests can be classified, sorted and managed via special
document types so that not all masks need contain all fields. For example invoices could
containonly data relevant to invoices and "drawings" only data relevant to drawings.

To this end individual document types are provided for various types of documents in
PRO.FILE. Classification of documents is then effected via these document types.
Likewise, a document type controls the "handling" of the associated document
description in PRO.FILE

In the process, document characteristics can be assigned to each and every one of
these "document types". The fields of the assigned document characteristic are available
via the selection of a document type, in addition to the fixed document description’s
fields (which are identical for all documents).

e S——— The following
i Document type Fixed document figure illustrates
description .
this. You can
Select document h
Document No. Type of Document | CAD document = access the
e e Bl s = associated
Calculations ’
Cramge atn reseston ) chmmetion () Dooomentchages = document
Change request 2 createdon | [z] changedon [2]  Documentchanged = .
ntmersts characteristics by
ECAD docur roject no. .
- R = selecting the
| [P G document type
Invoice Drawing No. 1 I
iz e hDOCUﬂ"ent CAD document
Note Annotaion characteristic ; ;
o — in the fixed
" document
M — » < m ] » . .
S s 8 o W s description:

PRO.FILE Release 8.7
June 2017 Page 12 of 241



Operation PRO.FILE advanced The PRO.FILE GUI

3 The PRO.FILE GUI

After logging in to PRO.FILE, the Cockpit appears, which gives you faster and easier
access to stored data. See chapter:

e The PRO.FILE Cockpit

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

(1 PRO.FILE V8 - PROCAD
File Search  Edit  View  Window ERP Integration Sl processing

s <® Iy Openc o Create link
New New New New | Edit LockiUniock | Display B 0P |°% —
document part project objects ¥ [%, Copy search criterion
Create Edit document Edit file Create link
Cockpit
> @ Tasks -
B2 0|6 R 8| Hecom2
4 O} SmartSear
~ DoNo. TypeofDocume W LK Preview created from created on Statuss _Proiad
D“'D » (] 108353  CAD-Dokument POF PRREAS 2400 i
EN
108350 CAD-Dokument
4 3 Favorites
4 [7] Publicf pas 7
> £ A Dependent tabs
Iy 106582 CAD-Dokument Be”
b 4 Frei
B Mat] i<
£ Mot ) = §
& 4 Reh Versions Preview Disp. data Structur bill of . NVSSEREIREEME Calculation d.. Deleverers Mailprotocol Partform Listof parts Where used Status inform
Bwic| |[B 8| €« »|  Datarecordtoftisactive
4 2 PROCA
Show document
4§ Fd
(=R Type of Document (CAD-Dokument Drawing No.
(LR B
a created from PROCAD Name
= | - = 1 =
< >

e The title bar shows the name of the logged-in user. When working with projects, it
also shows the activated project and the corresponding project role.

e The PRO.FILE register tabs contain the various commands and functions for the
work with PRO.FILE.

e The leading tabs display the result of a search in different display types. Each
search opens a new main tab. The name of the tab corresponds to the search
criteria.

e The dependent tabs in PRO.FILE allow the quick access to additional information
relating to the PRO.FILE object selected in the main tab.

e Saved searches and subscriptions — Via the favorites bar in PRO.FILE, documents,
parts and projects can be summarized in lists, which can be accessed via favorites
for direct access without having to perform a corresponding search manually.

PRO.FILE Release 8.7
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3.1 The PRO.FILE Cockpit

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

This Cockpit will remain open after the opening of further lists and form displays. The
Cockpit is always available via the main tab "Cockpit".

PRO.FILE V8 - procad

Search Window

New New

Refresh

New  New New
document  part project Folder objects -
Create | Currentview |

SEIOAE

PROFILE =77 Pk TR sEARER
: : \ [ -
SEARCH CREATE
] 3 A =
B, 23 " = B % " &
Document Part Project Process Document Part Project Process
B | @] m B @] =
Task Transmittal Folder Task Transmittal Folder
RECENTLY USED
Parts Documents and parts Projects Transmittals Processes Task Folders
V L W Document Type ERP ID Thumbn ™ Doc Revision Doc Version Doc Status File Name o
2
"‘; CAD Model A 0 ENG WIP 1A5-1808-001A_00015292 SLOPRT{IES
% CAD Model A 0 ENG WiIP ?;;
General Information A 0 wiP 2
Demo Dats A 0 Stateless 2
i
< m | > §

The Cockpit page offers different options for quick access to data:

o The full-text search:
(The system administrator has to activate the full-text search in order for you to be
able to use this function!) The input field "Full text search" in the upper corner of the
initial screen allows you to search the document descriptions as well as the
attached files or part descriptions in PRO.FILE for a certain keyword. Simply enter

the word you are searching for into this field and use the drop down menu ™ to
select the desired object type.
. jl'hen{ click on Th.e.c.orrespondmg FULL TEXT SEARCH
icon in order to initiate the full-text
search. Any document descriptions | & -
and attached files or part & Pant
descriptions that match your query [E Document
will be displayed in a list of the Y3 Project
results. —
[ Process
[[T.—E‘l Task
EE_ Folder
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Operation PRO.FILE advanced The PRO.FILE Cockpit

o Selecting objects: SEARCH
In order to access data records and
to display them in PRO.FILE, a a {k\ E&
selection has to be made. This Document Fart R
selection can be made by clicking
the corresponding icons on the q‘ri @ g
PRO.FILE initial page. This function rEEs Task Transmitta
can also be found in the "Selection"
menu in the PRO.FILE menu bar. If el
you repeatedly make a certain Folder
selection, the favorites will be of
great help to you. Please refer to
chapter: "Searches using the search

e Creating documents, parts or CREATE

rojects: If you wish to create a new
goclumen’r description, parts D ﬁ E‘
description or project description Document Fert Froct
after |ogg.mg on to PRO.FILE, you =T =
can do this using the corresponding <2 =
Process Task Transmittal

icons on the initial screen.

The storage assistant will appear
which will help you with the creation .
of the data record. This function can Folder
be found in the tab "Start" located

within the PRO.FILE tab bar. Please

refer to chapters: "Create new part"

and Create new document

description" for further information.

o Accessing recently used objects: You can find a list of recently used documents,
parts, projects, efc. in the lower area of the Cockpit. You can use the displayed
tabs to select the object type that you want listed:

RECENTLY USED
Documents and parts Parts Projects Processes Task
DocumentIlD V L: W Document Type ERPID Thumbnail Doc Revision
] 15068 PLM IDR Process A
13340 PLM RFQ Process n7m7 A

The list will always contain 30 objects that were last used. Double-clicking a list
entry allows you to access the data record in a form view. Within the list you can
also use the context menu of the right mouse button to open a menu with
presentation and editing options.
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The PRO.FILE Cockpit

Customize the

PRO.FILE Cockpit

o  The file preview for documents:

If the list of recently objects is used to display documents, a preview can be
displayed for the selected document with a configured viewer.

RECENTLY USED
Projects Transmittels Processes Task
=T '~ Previewsr. op_profile_beginners.docx
11052015  Operation PRO.FILE advanced oz sl s e« [4 n|=4=

Operation PRO.FILE for Beginners

14.08.2015 Technische D

25083015  Operation PRO.CEED Base
06052015  Bedienung PRO.CEED Basis
13.082015  Konfiguration PRO.CEED Prozesse und Aufgaben
15092015 Configuration PRO.FILE users, rights, status administration
17.032015  Configuration PRO.FILE users. rights, status administration
22052015 Konfiguration PRO.FILE Benutzer, Rechte, Stetusverwaliung
08052015 Installation PRO.FILE Management Console
08052015  Administration PRO.FILE
31082015  Administration PRO.FILE
06052015  Configuration Integration PRO.FILE Creo Elements Direct Drafting (ME10)
19.082015  PPT Slides for the PRO.CEED Launch Document (E)
06052015 Installation and Administration PRO.FILE Software Deployment
11.052015  Installation und Administration PRO.FILE Software-Verteilung
7 e o S, R

i)

MBS R RS

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.

The PRO.FILE Cockpit can be customized. There are several widgets, the contents and

positions of which can be changed.

Recently used

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

2 PROFILE
o Unpin this program from taskbar
Bl Close window

The adjustment is made via the function "Customize Cockpit" from the "Window" tab.

Window

E €3 Close E:]
N -jé Close inactive x
Open in separate Customize
window €3 Closeall cockpit
Current display Window Manage
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Operation PRO.FILE advanced Working with forms, lists and browsers

, Function call:

| "Window" => Area "Manage" = > "Customize Cockpit"

@ Note: A matter of permissions

The customization of the PRO.FILE Cockpit requires the corresponding function access
right. If the function "Customize Cockpit" is not displayed, you do not have this
permission.

After clicking on this function button, the left-hand side of PRO.FILE displays the area for
customizing the Cockpit. A detailed description can be found in the following chapter:
'Tip: Customize the Cockpit".

3.2 Working with forms, lists and browsers

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

e PRO.FILE form displays: Working with forms
Display of a single data record in form view, with all available data fields displayed
on the form.

e PRO.FILE list displays: Working with lists
Display of several data records, usually listed by a search criterion.

e PRO.FILE browser displays: Working with Browsers
The browser displays are usually not used to display single data records but rather
their structures and links to other objects.

PRO.FILE Release 8.7
June 2017 Page 17 of 241



Operation PRO.FILE advanced

Working with forms, lists and browsers

Display as a form

Search Edit View Window
>

ERP Integration

PRO.FILE V8 - procad

Edit file

Archival processing

14500

<1

PLM ECM Process

a-

o7 o o B

4 o 15068 PLMIDR Process

[ ‘Q 12¢0«4 100818

Browser Versions CO Disposition Documen
% 8

9 1537

5 1

-

2 1

DocumentiD V L W Document Type

@

@

@

CAD Model

ERFID

— I I
b , 12 [ Edit 5 Copy 3 . -
Bs® i/ a L . Zm=m o ‘HE ®
- [ Opencopy 9% Crestelink - :
New  New MNew New Edit Lock/Unlock | Display Change Notify Refresh Liste Form  Structure
document  part project  objects~ E‘\r\ Copy search criterion status
Create Edit document Edit file Create link Manage Currentdisplay | Openin new display |
L o T Hiteeunt 8
DocumentlD V L W Document Type ERPID Thumbnal Doc Revision DocVersion Doc Stahus File Name: D~
§ 18377 @ CAD Mogel @ - 0 ENG WIP BA5-1806-001A 00015292 5LOPRT  p
0 15376 B CADMoce .. A 0 ENG WP FLUG PART_5_GEO_00015224S51D_ pf

Thumbnail Doc Revision Doc Version [

73.SLOPRT "
~ © 0 -
®: o :
™~ B 0
\ e 0 o 0

100 38 Fasteners Sc.

>

The different views contain different elements and features for the display and
modification of data and information.

These views are always displayed in the main tab or the dependent tab. Further
information on tab usage can be found in the chapter:

e The dependent tabs in PRO.FILE

Only one record is
shown in a form.
Using the arrow
buttons in the
toolbar of
PRO.FILE, it is
possible to thumb
through the forms.

Document Master
Standard Fields =
Document Type CAD Model |
Authoring System SolidWorks-2014 \’l
Doc Status ENG WP
Stotus Chenged By
Department Doc Revision | A
Resource . DocVersion [0 |
Document ID 15377 Design Type

CAD Model
Title |cAD Moel -
Description [ PcE caN Bus Terminator :

The display of a preview picture occurs in the forms "Display document" and "Check
out document". The settings are made for this in the PRO.FILE form designer.
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DocumentID V L: W DocumentType  Thumbnail Doc Revision Doc Version Doe Status File Name DocCreatedBy  Doc A

Display as a list If a file is attached to

a document record,

(30 | 15377 CAD Model

15376 5} CAD Wodel ‘. A 0 ENG WIP PLUG PART_5_GEO_000152245LD_  procad 02
it would be shown as
. 15375 CAD Model \ B 0 ENG WIP 3420302A_00015293 SLDPRT procad 092
a bracket symbol in -
. 15337 CAD Model A 0 ENG WIP pin_00015328_00015337 par procad 031
the first column of o
15326 CAD Wodel = A 0 ENG WIF cylinder_b_00015327_00015336.par  procad oan
the list. = .

< w I >

If a preview picture, a thumbnail is saved to a document, it will also be displayed in the
list. See also the chapter: "Displaying thumbnails in lists and forms".

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
save them").

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

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.

Further information on working with lists, can be found in the chapter: "Working with

lists".
Display in This display shows the links between the parts, documents and projects, plus it shows the
browser corresponding structure levels:
Cockpit  [F] Document Typs CAD Model / Doc Status ENG.. §F Structure 14130 X

Floros 2| B 6O BB F OB 8]k 4

4 @ 14180 101009 cylinder ENG WIP A PLM Component

4 @ 14191 101010 cylinder_a A PLM Component

4 {31412 101011 cylinder_b

A PLM Component
B 15336 CAD Model ENG WIP A Q cylinder_b_00015327_00015336 par
Fl @ 14153 101012 pin ENG WIP A PLM Cempenent
$7 15337 CAD Model ENG WIP A 0 pin_00015328_00015337 par
4 | | 15334 CAD Model ENG WIP A 0 f‘f‘ cylinder_00015334.asm
E 15335 CAD Mode! ENG WIP A 0 cylinder_a_00015326_00015335 par
M <zan PrTa e an s n oo L AARAEMAT AARLEANR —o- hd
<l m I >

The browser display shows the structure overview, the usage proof, the part and
document usage, as well as various bills of materials.

The administration and the processing of the entries, positions, and links of this browser
are carried out using functions available in the context menu, which can be activated
using the right mouse button.

While the structure overview shows which objects are attached to the active object, the
usage overviews are listed in reverse order, and show in which of the structures the
active object is built into.
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3.2.1

3.2.2

Sidestep: Input masks and output masks

There are two types of windows for the communication with the PRO.FILE user interface.
The first type of window is for you to enter data into PRO.FILE, the other is for PRO.FILE
to display data and information for you.

A basic difference is therefore made between "input forms" and "output forms":

e  The entry of data and information for the filing and modification of data records
and for the running of searches is usually done via input forms.

e The display of data on the other hand is made in output forms via three different
window types:

e |nforms
e Inlists

e |n browsers

The difference between these two PRO.FILE basic form types is as follows:

e Input forms

enable you to enter information [_._....ELM»“»- £S [—--Rgrpqse ) | Display form |
into PRO.FILE. This is used, for

example, to select, create i 2
and/or edit an object. Please IRpEEform
refer to chapter: "The PRO.FILE L .'

fields: How can | enter data?2".

e  Output forms . p_ Form
i . . Output form Information
show you information that is
saved in PRO.FILE, serves the
information, and then shows it
as a form, a list or a browser.

Note:

The structure and appearance of the input and output masks as well as the fields and
data displayed therein are set by the system administrator in the form designer of the
PRO.FILE Management Console.

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.
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3.23

PRO.FILEVE - P

e Search Edit  View  Window ERP Integration Edit file Archiv:
th E| 4 Ty Edit [ =
S ik B IE@ / (1] [ﬂ;l P L Cory = BEF o =
u u . [ Opencopy O Createlink ==
New  New New New Edit Lock/Unlock | Display o Change  Natity Refresh Liste Form Structure
document part project  objects - [%, Copy search criterion status
Create | Editdocument | Edit file I Create link I Manage | Currentdisplay | Openinnewdisplay |
I'| Cockpit  [E] Type of Document CAD-Dokument [ Documents [ Structure 107035
E
PR B e *m| = o4 > ‘ Data record 1 of 1 is active
Show part ?
fem# |20130826-203827 Created by
Item Description [M0_s_BG | Creation Dste i
Classification | machine element | Parttype O
Material \ | Version ]
Material No. Vieight (kg) Revision ]
Unit Stk Usage EF
Annotation I |
P = — (TR e — S
< m | 3

Bill of . Eill of. Extend.. ERP In. Browser CAD/O.. CAD/O.. Listof. MD\SD d. Prizes.. Structu.. Mailpr.. Meodific.. Versio. Quanti.. Where. Status.. Parls u. Webr. Status.

G o= ‘ 4 p ‘ Data recerd 1 of 1 is active
Show document ?

Type of Decument | CAD-Dokument Design type | 3D Shape Element |

crested from Name [mo_sec |

o P | |

ot e T—— | |

e

e Revion [~ |

— — T

< [} b

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

o M preyvious data record

. P Next data record.

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

the R icon.

Forms are used both as input or output screens.

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

Working with lists

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

"List structure" and "Select multiple data records"

e  Additional user information: "Symbols within the list

e Sorta list

e  Adjust column order and column width

e  Arrange list views and save them

e  Available list functions
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List structure

Select multiple
data records

Multiple selections

The information concerning lists, refers to hit-lists, document lists, and part lists, and are

described in the following sub-chapters.

The active row is indicated by colored highlighting.

DocumentiD V L: W D Doc Version Doc Status

Type

ENG WIP

15376 3] CAD Model .‘ A 0 ENG WIP PLUG PART_5_GEO_00015224.SLD.. procad 0972
15375 @ CAD Model N |8 0 ENG WIP 3420302A_00015293 SLDPRT procad 0972
15337 CAD Model " A 0 ENGWIP pin_00015328_00015337.par procad 091
r > |
15336 CAD Model I.‘/ A 0 ENG WIP cylinder_b_00015327_00015336.par procad 091
|
—m X

<] [ >
All commands in list operation refer to the active row. You can change the active row by

e clicking on a different row, or

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

How Select multiple data records do | select multiple data records and which will then
be the current data record?

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.

il Doc Revision Doc Version Doc Status File Name Doc Created By

DocumentiD V L: W D

BAS5-1808-001A_00015292 SLOPRT }

ENG WIP
15376 [13] CAD Model .‘ A 0 ENG WIP PLUG PART_5_GEO_00015224.SLD.. procad 0972
CAD Model ENG WIP 3420302A_00015293 SLOPRT
15337 CAD Model — A 0 ENGWIP pin_00015328_00015337 par procad o9
| - |
15336 CAD Mode! “/ A 0 ENG WIP cylinder_b_00015327_00015336.par procad 091
>
= | X

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).

PRO.FILE Release 8.7
June 2017

Page 22 of 241



Operation PRO.FILE advanced Working with forms, lists and browsers

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.

Symbols within What do the symbols within the list signify2
the list : o . :
DocumentiD V L: W D Type Thumbnail Doc R Doc Version Doc Status File Name Doc Created By Doc ~
15377 @ CAD Model ‘ A 0 ENGWIP BAS-1808-001A_00015292.SLDPRT procad 0972
[ 6‘ CAD Model A 0 PLUG PART_5_GEO_00015224.5LD_. | procad
15375 5] CAD Model \ B 0 ENG WIP 3420302A_00015293. SLDPRT procad 0972
15337 CAD Model — A 0 ENGWIP pin_00015328_00015337.par procad o
F > |
15336 CAD Model < A 0 ENG WIP cylinder_b_00015327_00015336.par  procad 091
‘ -
3 — 8
<| " >

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

o Wrhe paper clip symbol in the first line of the list indicates that a file is attached to
the document description. The 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.

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

e Theicons B / B show with their darker color shade for the selected document
o % that one or more older version(s) exist(s) for the selected document.

. % that one or more newer version(s) exist(s) for the selected document.

Note:

This symbol is not displayed for the very first document.
Whether this symbol is displayed or not is set by the system administrator.

. B, 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.
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Available list
functions

Selecting

. B3 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".

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:

B S & &M@ B+ o0|la R e Hitcount:8
DocumentiD V L: W Document Type ERPID Thumbn * Doc Revision Doc Version Doc Stalus. File Name Doc Created By Doc' ~
15378 FLM IDR Process A 0 PLM Transfer Complete procad 1= )
] 15369 B CAD Model \ ] 0 PPLM Sync with ERP 53337224 _00015279,SLOPRT procad oz
] 15370 CAD Model \ B o [PLM Sync with ERP 53337334_00015280.SLOPRT procad @24
] 15376 B  CADModel ‘. A 0 ENG WP PLUG PART_5_GEO_DU015224.SLD_  procad 0925
] 15377 @ CAD Madel -‘ A 0 ENG WIP BAS-1808-001A_00015292. 5LDPRT procad 0328

‘ ‘ ‘ PLM IDR Process

The icons available for the list functions are divided into two application areas:

=5 E B a

The first four icons offer various possibilities for marking the list entries.

. I 22V
The following icons allow for a targeted search and filtering of data records within
the list. The following functionalities are available through these icons:

o &= Select all lines: This icon lets you mark and select all lines within a list. Any
functions that can be used for multiple data records, e.g. a status change, can now
be carried out collectively.

. E Toggle selection:
By pressing and holding the <Shift> key it is possible to mark an area of lines.
Several different lines are marked by pressing and holding the <Ctrl> key. If you
wish to invert your selection, that is to mark everything that had been left unmarked
and to unmark anything that had previously been marked, simply use this icon.

. B Hide selected lines:
If multiple lines are marked within a list, these can be hidden using this icon. Of
course, these marked data records will only be removed from the list and not from
the database.

e % Show hidden lines:
With this button, rows that have been hidden can be displayed again.
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Search

Sort a list

Multi-level sorting

| 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. This is an either/or setting which means that
one of the icons will always be activated. The activation is indicated by a colored
framing.

il

. : 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.

% Define Filter pattern / Filter: A character string can be entered into
the entry field located within the icon bar. Here you can use the wildcards/meta
characters described in the chapter "Note: Optimize your search by using
wildcards'.

The wildcard ™" is not required all other wildcards can be used.

The search for the entered character string is started using the % icon.

If the search pattern is found, the respective data record becomes the active line. If
the search string is not found, a message is displayed and you will remain in the
active line.

i

#" Next found pattern: This icon is used to once again compare the entered filter
pattern with the columns that are to be searched. The first data record found is then
turned info the active line.

Hide/show filter Y :
Via this button you can display functions for the advanced filtering of the list (see
chapter "How can | filter results in lists2").

How do | sort a list, including multi-level sorting?

Sorting functions enable the user to sort a list, in descending or ascending order, simply
by clicking on the column header. The sorting order is indicaded by the arrow sign in
the column header.

It is also possible just using keyboard and mouse to carry out multistage 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.

Hold down the <Shift> key.
Click on the first column that you want to sort, until the required sort direction is set.

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.
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4. 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-stage sort:

DocumentID V L: W Document Type / Thumbnail Doc Revision Doc Version Doc Staitus / File Name DocCrealed By * Doc Created On A~
15376 ] G\‘ ‘CAD Model .‘ A 0 ENG WIP PLUG PART_5_GEQ_0001. procad 09/25/2015 <
15369 | CAD Model \ 8 0 %LM Sync with ERP 53337224 00015279SLDP... procad 02472015

15370 5] ‘CAD Model \ B 0 PLM Sync with ERP 5333733A_00015280.5LDP.. procad 09/24/2015

14500 PLM ECM Process A 0 PLM Transfer Complete procad 06/18/2015 B

PLM IDR Process

PLM IDR Process
PLM RFQ Process

PLM Transfer Complete

PLM Transfer Complete
PLM Transfer Failed

IDR ipg

procad

BizTalkimport

<| mn | >

Sortable
Reference Lists

The functions for sorting and adjusting column widths described above also apply to
reference lists. Clicking the column header of a reference list sorts the list and displays
list entries in the desired order.

For this to function, you need to display reference lists as list view.

The PRO.FILE list view gives you the possibility to group the data records found in a list.
All columns can be used for grouping. The different levels of the grouping can then be
expanded or collapsed, depending on your needs.

Group list entries

The following example will explain this:

1. In order to 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".

S
L
§'} B B8 E H ] R 2 N R Hit count: 10437
DocumentID V L: W Document Type N ~—ision DocVersion Di ~
PRO.FILE specification
» CAD Model Select listview >
Save
15376 B & CAD Model Save as... 0 El
Make this listview as the default v
< [ - Arrange columns...

Browser Versions CO Disp. Docume.. Mailprot. Hide column Status in..
Show column
o T, 0 . 3
s & | B E B - Hit count: 1
= = m ﬂ Scrollable from here
PLMID V L W Part Number Revision
T :

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.
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# ENG Approved: 4 item({s)
ﬁENG in Review: 9 item(s)
#"ENG Released: 521 item(s)
® ENG WIP: 9576 item(s)

3. You can now include any other column info 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) =
DocumentID V L: W Document Type Doc Revision Doc Version File Name ™
0 15025 CAD Model A 0 Gumby Thumb_00015025.SLDPRT
{ 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.S
0 15021 CAD Model A 0 Skeletal Frame. Arm Support 0628_00
{ 15020 CAD Model A 0 Glove, Inner layer 0628_00015020.SL.
B 1010 AP Madal A a Human 1af Aem NE22 AOA1RATQ Q1N 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.

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.

6 Note:
A grouped list groups data from different data records with the same entries in the
selected columns. 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".

Adjust column Columns in the PRO.FILE lists can be moved to the required position using the drag &
order and column  drop principle.
width

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.
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How can | filter
results in lists?

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 display 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 save them".

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.

Note:

The filter functions are not available if the list is displayed in a separate window.

To filter a list Proceed as follows

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

27 WHE B &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:
B2 E® @1 22 Y/ BB B o
DoNeo. TypeofDocume W LK Project descr. created on Rev. Vers. Name Drawing No. Docum
CIR sEE o gl ) | 2z 0] =
106486 CAD-Dokument Engineering Project ). 16/09/2015 - - Crank shaft Clear filter
106487 CAD-Dokument Engineering Project X. 16/03/2015 - - il pump Text filters 3
106488 CAD-Dokument Engineering Project X 16082015 - - Bell bearing Al n
106489 CAD-Dokument Engineering Project X.. 16092015 - -  Motorcase -~ []Blanks _
106430 CAD-Dokument Engineering Project X.  16/09/2015 - - Cog wheel g;llltbearmg
106491 CAD-Dokument Engineering Project X 161092015 - - Screw i [¢f] Cog wheel
108432 CAD-Dokument Engineering Project X 160082015 - - Bolt [ Crank shatt
i+ [[]Motor case
106493 CAD-Dokument Engineering Project X 16/09/2015 - - Nut ] Nut
i [] Qil pump v

e Via the selection "All" you can activate or deactivate all options.

e You can now select the values to be used as filter.
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= The list is now displayed with the results according to the filter specified in the
column header:

'-ﬁ| H E & & F B 7 Y| B & B| Hit count: 8
DoNo. TypeofDocume W LK Project descr. created on Rev. Vers. Name Drawing No. Docum
@l = mEE o =) B m [Josn |y m
106488 CAD-Dokument Engineering Project X. 16/0%/2015 - - Ball bearing
106430 CAD-Dokument Engineering Project X  16/09/2015 - - Cog wheel
108482 CAD-Dokument Engineering Project X.. 16/09/2015 - - Balt

4. For the filters via the | button, you can also set a text filter:

Clear filter
| Text filters 4 | Equals...
~[m] Al ~ Does not equal...
~[]Blanks Begins with...
- [#] Ball bearing )
- [solt Ends with...
- [[] Cog wheel Contains...
[ ] Crank shaft
[] Crank sha Does not contain...
] Motor case
-] Nut Custom filters...
----EDiI pump w
| 0K | | Cancel

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

— Matches regular expression A
[A] Starts with

[&] Ends with

Does not start with

i} Does not contain

Does not end with

== [oes not match W

6. 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.
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3.2.4

»

Working with Browsers

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

The browsers show graphically, 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.

Cockpit  [E) Documents [ Documents
Tl % oo G o oes g B &
4 £y 13995 100819 (Default) - speser PLM Syns with ERP A
115057 CADModel 30 Model ENG WIP A ] speser_(0015057 SLOPRT Solidviorks-2014
4 £ 1356 100820 (Default) - u pase PLM Sync with ERP A PLM Component
[ 15058  CADModel 3D Model ENG WIP A [] u pase_00015058 SLOPRT Solidiorks-2014
4 £ 57 100821 (Default) - colome: FLM Sync with ERP A PLM Component
[]15058  CADModel 3D Model ENG WIP A ] colome_00015059 SLDPRT Solidviorks-2014
4 £ 1338 100822 (Default) - saport FLM Sync with ERP A PLM Component
715060  CADModel 3D Mogel ENG WIP A ] saport_00015060.SLDFRT Solidworks-2014
4 31289 100823 (Default) - Assem2 PLM Syne with ERF A PLM Component =
4 £314000 100824 (Default) - toup PLM Sync with ERP A PLM Cemponent
[) 15062 CADModel 3D Model ENG WIP A ] toup_00015062.SLOPRT Solidorks-2014
4 £3149001 100825 (Default) - heldr munt LM Syne with ERP A PLM Component
[) 15063 CAD Model 3D Mogel ENG WIP A 0 belde munt_00015063 SLDPRT Selidwerks-2014
4 314007 100226 (Default) - colommant  FLM Syne with ERP A PLM Component
[ 15064 CADModel 3D Model ENG WIP A [] colom mont_00015064 SLOPRT Solidworks-2014
4 310003 100827 (Default) - rels PLM Sync with ERP A PLM Component

There are browsers for the general structure browser, the part usage browser and for the
different bills of materials:

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 Inthe 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" tab 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.

Note for administrators:

lcons can be used in the structure browser like in lists.
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The structure
overview editor

If a structure overview is activated, it is possible to call up the command "Editor" from
the context menu using the right mouse button, or from the "Edit" tab.

PRO.FILE V8 - PROCAD

Search Edit View Window ERP Integration Change link type

e iE/ @ Rt O
= e s ” [i% Openc o0 Createlink
New Edit Lock/Unlock = Display [ Open copy
document part project objects > %, Copy search

Create Edit document Edit file Creste lir

New New  New

[B Type of Document CAD-Dokument Documents
(o or R B & B & T LB & &

CAD-Dokumd " | schiz 26062013

4[] CAD-Doumd_ Document Schulz 26062013

cappa > N Schz 26062013
CAD-Dokl New vith data Schulz 2610672013
= |/ Modify
| [ Ouplicate
New version/revision
Delete
(9 Copy
Link
Create
Change
Delete
Change link type »

[ . .
File edit » Documents

Lock/unlock

RO

)

Change status

Status change top-down
Check status change top-down
Notify

Seen and approved

<l |  Seenandrejected
s 1 %

Create NDF job

A

Memorize for Pocket

Using this function it is possible to edit the structure of documents and parts. Using the
sub-functions:

e '"Parts": For editing part- part- links
e "Documents": For editing document- document- links

The relevant editor will be called up.

The structures of the selected object types will then always be edited from the
highlighted level.

Note:

This editor is only available for the structure overview, not for the proof of usage, and
other browser presentations with backward-directional structures.

The reason is that the editing of the backward directional structures is an extremely
complex procedure, and does not always lead to future directional results.
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The following example shows the editor for the document- document- link:

PRO.FILE V& - PROCAD

Search Edit View Window Edit file

B ese |5 Copy -

@ 68 iE/ @ D" . &8
[1% Opencopy ©f Createlink
New  New New Edit Lock/Unlock | Display o Change N
document part project objects - C%, Copysearch criterion status

Create ] Edit document | Edit file Create link Manage
B Structure 107035 £ Part 203827 £ Structure 20382

Link with editor
oz Change link
o9 Delete link

Fast insert
Fast attach
Renumber

£. Replace object
Editor 3
File edit 3
Move right
Move left

Move down

If the editor is activated, you can edit the structure overview using the "Edit" tab, or by
accessing the context menu using the right mouse button.

Multiple selection In order to apply functions in the browser view to several objects at the same time, the
in the browser browser view has a multiple-selection mode.
view —

To use the multiple-selection mode, click on the icon Ll "Toggle between single and

multiple selection" in an opened structure browser. The icon can be found in the icon
bar on the left in the structure tab.

8 e[S © con s o s ©

Q 2 ESYSE T E = % T E 8 kA
4 Toogle between single and multiple selection | MO_S_BG Schulz 26/06/2013 it
PR o 20130626-203828 mo_ge_s Schulz 2610672013 it
] [l CAD-Dokument mo_ge_s prt Schulz 260612013 it
43 @ 2013062620389 MO_RO_S_BG Schlz 2610672013 it
4% [ 20130626-203330 mo_ro_s Schulz 260672013 it
()] @ caD-Dokument mo_ro_s ot Schulz 261062013 it
48 [ 20120626-203831 za_av_28 Schulz 2610672013 it
] [ CAD-Dokument za_av_28 prt Schulz 261062013 i
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With the activation of the multiple-selection mode, additional icons become available:

i

Select all (Ctrl-A)

e = Deselect all (Shift-Ctrl-A)

aal

Select all visible sub-nodes(Ctrl-Click)

. * Deselect all visible sub-nodes (Shift-Ctrl-Click)
N E Expand all selected nodes (Alt-Click)

. *= Expand structure — 2 levels

Expand structure — complete

o
] . .
**= QOpen selected elements in new window

For all selected objects a collective function for the deletion of links can be called from

the "Edit" tab.
For multiple selections of objects in a project i\l [ MIT MIT
structure, the context menu offers the &
following functions: g L] Task RFQ Re
o 'Delete': Deletes the link a _ [J Task Release
. D o .
o 'Type static": Changes the link type to ﬂl@ _____ w View
static = [ Link
e 'Type dynamic": Changes the link type to b= W |29 Delete
dynamic [l Type static
e 'Type strong": Changes the link type to Type dynamic
strong Type strong
o 'Type weak': Changes the link type to < m Type weak
weak

A detailed description of the link types can be found in the manual "Operation
PROCEED Base".

Adjust the sorting I structure views, like in lists, the sorting of the PRO.FILE objects can be adjusted, so
that the results are sorted by several columns.

Search within the ~ When a structure browsers is displayed within PRO.FILE, the icons of the local toolbar
structure browser ~ above the browser offer various list functions.
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The following buttons can be used for the searching within the displayed structure:

B2 Define search pattern / search:
A character string can be entered into the entry field located within the icon bar. Here
you can use the wildcards/meta characters described in the chapter "Note: Optimize
your search by using wildcards".
The wildcard ™" is not required all other wildcards can be used.

The search for the entered character string is started using the % icon.
If the search pattern is found, the respective data record becomes the active line. If the
search string is not found, a message is displayed and you will remain in the active line.

e 7 Nextfound pattern:
This icon is used to once again compare the entered filter pattern with the columns
that are to be searched. The first data record found is then turned into the active
line.

Proceed as 1

3 In a structure display or on the dependent tab "Browser" select the function "Adjust
ollows

. A
sorting" via the *# button.

-
Sort (browser)

= A Sep(] rOfe WlndOW for [ Document B Project [ Transmittal W Process [ Task
OdiUSﬁﬂg the Sorﬁng Add column Delete colurn & [e
criteria is displayed. Colurn ot

2. Select the object type, for which you want to adjust the sorting order.

Via the button "Add column" you can add new sorting criteria for the structure
display.

[ sort (browsen)

4. SeleCT The COlUmn Of The [ [ Document W Project [ Transmittel W Process [0l Task
structure display to be i) o] (1[5
used for sorting. o o

Sortby Select column | Ascending
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[ Sort (browsen)

5. Then select the sorting

S [ Document W Project [ Transmittsl & Process [0 Task

order. [ Addcoumn ] [ Deletecoumn | [ | [

Column Order
Sertby column 2 Ascending H

Ascending
Descendi

6. Via the arrow buttons, you can move the criteria upwards or downwards within the
list.

7. Via the button "Delete column" you can remove a search criterion from the list.

«©

Once all desired settings are made, confirm with <OK>.

= The PRO.FILE objects are now sorted according to the specified columns.

Filter settings It is possible to hide specific object types in the structure display. For this purpose you
can find the following icons in the toolbar above the structure display:

B[] ® B 5 o

Via these icons documents, parts, projects, tasks, processes or transmittals can be hiden
in the displayed structure.

The example above shows the filter applied for parts. In the structure, all parts are
hidden. As a consequence, all objects linked below any part is not visible, either.

@ Note: Are the filters only temporary or permanent?

Depending on the configuration, the filters can apply onyl for the current structure
display or permanently. This depends on the configuration settings you administrator
has made to the parameters in the PRO.FILE Management Console.
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=)

Relevant or
irrelevant to bill of

File Start Search View

» € New part o M Copy o E = &
. E'|—‘| € New R - oe
mdterlq S i 3 Delete - P Createlink §4 5 i 8
Edit  Lock/Unlock Duplicate | /' Modify Notity Change
%% Creste version > ) B Edit = o
Edit Duplicate ' Link | For bill of mat... | Manage
§ Delete
g 3
8| 3 Copy
Link lchulz 2010672012 in Freigabe

[Fohwere RO 2 2 in Freigabe

4 £} 20120820.202515  Basisgrol | 3% Change lchulz 20062012 in Freigabe
|| CAD-Dokument  Basisgrob  |“R Delete lchulz 200062012 in Freigabe

4 ¥ 20120820-202516  Achse Chanaelinkiyoe ¥ hulz 200082012 in Freigabe
|| CAD-Dokument  Achse [Erenia el ichulz 2010612012 in Freigabe

4 £} 0120820209517 Rad m hulz 20062012 in Freigsbe
& ¥ 20120820-202518  Felge ‘i BOM editor lchulz 200082012 in Freigabe

b ¥ 20120620-202519  Reifen i ¥ chulz 200612012 in Freigabe

| ] CAD-Dokument  Rad i Lock/unlock lchulz 20062012 in Freigabe

& £ 20120620-202520 Trittbrett 5 Changestatus ichulz 20062012 in Freigabe
& || CAD-Dokument Fahrwerk Status change top-down lchulz 2010672012 in Freigabe
4 {F 20120820-200521 Aufbauten Check status change top-down | 201062012 in Freigabe

— .
b L3 201206202052  Basisklein | & T

= {0 20120620-202523 Haus Metor

chulz. 200062012 in Freigabe

lchulz 20062012 in Freigabe
n ¥ Anannsan AnaEns LI Seen and ijE(lEd Lo Aninsmnn EO N S, k2

< m

Seen and approved

Keep in memery for Pocket

In the browser view you can select two functions, via the menu ribbon or the context
menu, tot o hide or unhide specific positions from the bill of materials.

"Irrelevant to BOM":

With this function a part in the structure can be hidden from the bill of materials.

) Function call:

: Tab "Edit' => Group "For Bill of materials" => "Irrelevant to BOM"

The selected part is then no longer displayed in the bill of materials. In the browser view,
the part is displayed with the “ icon.

This function is normally used for auxiliary materials or purchased parts, which are to be
part of the structure but not to be contained in the bill of materials.

"Relevant to BOM":

With this function a part that has been hidden via the function "Irrelevant to BOM" can
be re-activated for the bill of materials. The part is then displayed again in the bill of
materials.

) Function call:

’ Tab "Edit" => Group "For Bill of materials" => "Relevant to BOM"
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Icons in the

structure views following meanings:

Sta_|Sta_|Tei_|Str_ |ER_|Dn_|Ve.|P
MEEE XX -5

i o 10023| P2
i & 010006 Al
\ “y 10025 P2
% = 10024 P21
} SE o 10487 Hase
} e 10488 ™
} 10489 T12
% © 10400  Bericht
f > B 10401 Bericht
| 2 10402 Bericht
i + [ 10401  Bericht
} 2 10404  Bericht
: P 10485 Hase
\ &% 10483 Hase
1 & 10486 Hase
| ) 10394 Bericht
} 10338 Bericht
| B 10400  Bericht

B 10387  Bericht
! ™ 10395  Bericht
; D 10398 Bericht

The positions in a structure are characterized by different icons. These icons have the

¥ Row 1: The project P2
Bl Row 2: The task Al below the project P2

¥ Row 3: The project P22 below P2 with a
weak project link.

This is important when dealing with parts and
documents that are linked to P22 and also have to
be considered in P2 for the evaluation of
permissions regardubg the visibility due to the
guest role in P22.

B Row 4: A strong project-project link between
P2 and P21.

This is important when dealing with permissions to
projects, parts and documents that are strongly
linked to P2 and the evaluation oft he guest role in
P21 also requires the evaluation of roles in P2.

1 Row 5: A strong, dynamic project-part link
between project P2 and part 10487.

For the evaluation of permissions tot he part
10487 the roles in P2 are of major significance.
If the part 10487 is versioned, a new version of
the part is displayed at this position.

. & Row 6: A bill of materials position. Zeile 6: Eine Sticklistenposition. Part

10488 is used in part 10487.

e = Row 7: Anirrelevant bill of materials position. This is a link between part 10487
and part 10489 that has been set as irrelevant to the bill of materials.

. @ Row 8: The document 10400 is linked to the predecessor version of part

10487.

This is a hint that the predecessor version of part 10487 has a document version
but that a new version of the document 10409 is required so that each version of
the part has a document version of its own.

o . B Rows 9-11: The document 10401 is linked to part 10487. It contains the
document 10402. The document 10402 in turn contains the document 10401.
This is a cycle in the document structure. However, such a cycle may be designed in
a CAD system under certain conditions.

o & Row 12: Astatic part-document link between part 10487 and document

10404.

If the document 10404 is versioned in the future, the link to the old version will
remain, provided that there is no newer version of part 10487.
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Sta_.|Sta_|Tei_|Str_|ER.|Dn_|Ve.|P

: - . 3 Row 13: A strong, static project-part link
? o R B & &G between project P2 and part 10485. If part
10485 is versioned in the future, the newer

|

‘} oW 8 0 version of the part will be linked to project P2,

] % i s but the structure of P2 will still display 10485.

{ s 10024 P21 With regard to permissions to part 10485, the

i > 10487 o roles in project P2 have to be evaluated.

j e 10488 ™ Sy, ) _ .

} 10489 T2 ® Row 14: A strong, dynamic project-part link

‘ © 10400  Bericht between project P2 and part 10483.

f > B 10401 Bericht This is important with regard to the visibility of

‘ 5B 10402 Bericht part 10483. In this case, the roles in project P2

J + [ 10401  Bericht have to be evaluated. If part 10483 is versioned

:‘ 2 10404 Bericht in the future, the new version of the part will be

j 3 10485 Hase displayed at this place.

<‘ &3, 10483 Hase

; . ﬁ‘ :ﬁ B::hi o ﬂ Row 15: A weak, static project-part link

1‘ - 339!  Becickt between project P2 and part 10486. This is

j B 10400  Bericht important with regard to the visibility of part

f B 1037 Bericht 10486. In this case, the roles in project P2 have

} ~ 10395  Bericht to be evaluated.

| o~ 10398 Bericht If part 10486 is versioned in the future, the
same version of part 10486 will still be
displayed at this place. The new version of the
part will then also have a link to project P2.

e & Row 16: Astrong, dynamic project-document link. The same rules as for a

strong, dynamic project-part link apply.

e FRowl7:A dynamic document-document link between documents 10394 and
10399. In case that 10399 is not a CAD document: If document 10399 is
versioned in the future, this link will be updated.

o |:ih'i'Row 18: A static document-document link between documents 10394 and
10400. This link to this version of the document 10400 will remain, even if
document 10400 is versioned in the future. This link to this version of the document
10400 will remain, even if document 10400 is versioned in the future.

o ERrow19:A static, strong project-document link between project P2 and
document 10397. The same rules as for a strong, static project-part link apply.

i

. “ Row 20: A strong, dynamic project-document link. The same rules as for a
weak, dynamic project-part link apply.

o @Y Row21: A weak, static project-document link. The same rules as for a weak,
static project-part link apply.
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3.2.5 Displaying thumbnails in lists and forms

In PRO.FILE, each document can have a preview picture, a so-called "thumbnail" saved
to it. When documents are dsplayed, either in the document list, the "Display document"
form or the "Check out document" form, this thumbnail will be shown.

Cockpit  [F] Decuments IW £ Structure 13954
B2 & & [@ 0 B o0 DL B Hcons

DocumentID V L W Document Type Thumbnail Doc Revision Doc Version Doc Stalus File Name Doc Created By Doc Created On

CAD Model 1] PLM Sync with ERP 5333766A_00015281 SLDPRT

153 [ CAD Mode! ’ B 0 PLM Sync with ERP BAS-1808-0014_00015274 SLDPRT procad 0924/2015
15365 1] CAD Mode! \ B 0 PLM Sync with ERP 34203024_00015275.SLDPRT procad 092472015
15368 [l CAD Mode! '\ B 0 PLM Sync with ERP 5333700A_00015276. SLDPRT procad 0924/2015

The thumbnails should ideally be in the Windows BMP format. JPG formats are also
supported, but only in the case of no BMP being available. As a rule, all thumbnails
have the same size, which is set in the PRO.FILE-configuration.

During the normal application of PRO.FILE, the thumbnail is filed by the integration
when the geometry is saved. Also included in the standard package of PRO.FILE is an

import program, which is able to create thumbnails for files that are already saved in
PRO.FILE.

It is also possible, using menu functions to add or remove documents thumbnails.

Function call:

"Edit file" => "Add Thumbnail'

"Edit file" => "Remove Thumbnail"

You can save a file with an existing thumbnail format *.bmp or *.jpg from the file
system. This file is then laid down in the appropriate place for thumbnails in the
PRO.FILE system.

Note:

In order to add a thumbnail for a document, a document file has to be attached to the
document description.
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3.2.6 Printing forms, lists and structure displays

In the different displays (forms, lists, structure) of the PRO.FILE surface the displayed
information can be automatically transferred to a printer.

For this purpose the icon B is available in the main fab and in the dependent tabs:

Cockpit  [B Documents Documents £ Structure 13934
Ua‘ B E & m fi B &+ 0 | B [i:',l - Hit count: 4
Ds DV Lw Type T Doc Revision Doc Version Doc Status File Name Doc Created By Doc Create ~
p =
15364 @ CAD Model ‘ B 0 PLM Sync with ERP BAS5-1808-001A_00015274. SLOPRT procad 092472015
| 15365 @ CAD Model O 0 PLM Sync with ERP 34203024_00015275.SLOPRT procad 0972412015 |
[.;. 1666 ] LAD Modal ~_» o _PLM Suna with ERE. £222700A nmrmuqmnr nenead nananme | Y
< " >
Browser Versions CO Disposition Document usage Mail i log Document ion Partform Listofparts Status information Document dependence  Status log
Yo 2Bans %a @3* A
] 15372 CADModel 3D Model PLMSyncwithERP C 0 @ 5333766A_00015281.SLDPRT  SolidWorks-2014 procad 092472015 3D \ o0

To print form, list

1. Activate the form, list or browser display you wish to print
or browser
contents Proceed 2. Click on the button ® in the icon bar belonging to the display
as follows -
3. The data is now displayed in |8 i)
. . i File View Tools
a print preview. dmg{e‘% OO0 wx v@m}]-om!
4. To print click on the button M 2 » W ® @!
=3 or select the printing e o o o o I
option from the "File" menu mm o] | [cows |~ |c |0 |rameecs
of this print preview. S 8 cous @ s 2 s
EE L] CAD Medel \ @ L] LM Sye with BRP
Ee /] CAD Ml ~ ¢ (] LM Sy with BRP
B ' . Plﬂﬁlo:lﬂ
3.3 The file preview

Documents shown in list or form displays can be displayed in a preview window, so that
the file does not have to be extracted from PRO.FILE for viewing.
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The display of the
file preview: Fixed
or autohide?

The file preview displays the currently selected document,
document is selected in a main tab or a dependent tab.

regardless of whether the

RECENTLY USED

Frojects Transmittals Frocesses Task
createdon  Remark '~ Previewer: op_profile_beginners docx 7
11052015 Operation PRO FILE advanced I EYE RS o &) [4 == +

11.05.2015

14,08 2015
25.08.2015
06.05.2015
19.08.2015
15.09.2015
17.03.2015
2205.2015
06.05.2015
06.05.2015
31.08.2015
06.05.2015
19.08 2015
06.05.2015
11.05.2015

Operation PRO FILE for Beginners

Technische D

Operation PRO.CEED Base
Bedienung PRO.CEED Basis
Kenfiguration PRO.CEED Prozesse und Aufgaben
Configuration PRO.FILE users, rights, status administration
Cenfiguration PRO.FILE users. rights, status administrafion
Kanfiguration PRO.FILE Benutzer, Rechte, Statusverwaliung
Installstion PRO.FILE Management Console
Administration PRO FILE
Administration PRO FILE
Configuration Integration PRO.FILE Creo Elements Direct Drafting (ME10)
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If the selected document cannot be displayed (e.g. because the corresponding viewer is

not installed), the file preview shows a corresponding message.

The bar oft he file preview in PRO.FILE is, by default, displayed with autohide function.

The preview window always automatically hides at the side of
the window when it is not required to leave more room for
other information.

1. To show the preview window click on the tab "Previewer"

at the right-hand side of the window.

= The file preview is now displayed. It remains open until
the mouse pointer leaves the area of the display window.
Once the mouse pointer leaves this area, the window
collapses again.
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3.4

2. The preview window can also be fixiated via the & icon
at the top right corner of the preview window. tegration PRO FILE MS Word . 1

= The preview will then permanently stay open and can
be used at any time.

3.  When the preview window is fixiated, the autohide
function can be reenabled by clicking the # icon. tegration PRO_FILE
ilti-Document

y et

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 Tap-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.

(=)L) PRO.FILE V8 - procad

Start View Window ERP Integration Edit file Archival processing

File
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New MNew  New New Edit Lock/Unlock | Display R Change Notify Refresh Liste Forn  Structure
document part project  objects * %, Copysearch criterion | syapys

Create |  Editdocument | Edit file Create link )| Manage Current display Open in new display

£ Structure 13994

B Documents

Cockpit

SAWOAR |

B &+ o |0 K =& Hit count: 4
DocumentID V L: W Decument Type Thumbnail Doc Revision Doc Version Doe Stahus File Name Doc Created By Doc Create ~
] 15368 7] CAD Model @ s 0 PLM Sync with ERP BA5-1808-0014_00015274 SLOPRT procad 092472015
| 1538 ] CAD Model . B [ PLM Sync with ERP 34200024_00015275.5LDPRT procad 0912412015

Browser Versions CO Disposition Document usage Mail M log Document i Partform Listof parts Status information  Document dependence  Status log

]
D Type Doc St Doc Revision Doc Version File Name File Extension Thumbnail Doc Created On Doc Created By Document ID Drawing
4 || CAD Model PLM Sync with ERP B o 5333700A_00015276.5L  sldprt \ 240082015 procad 15366 3D
|| CAD Mogel PLM Sync with ERP B (1] BAS-1806-301A4_D001S2  sidasm % 28092015 procad 15371 Assembly

The tab concept is shown and described by the screenshot above:
A selection of documents was made and is represented in a document list.

For each document selected in the list the existing relating documents and information
are shown in the relevant tabs. The above example shows the document usage of the
document with the ID 15366.
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These tabs can be used to display many additional views and information for a
document or a part. It is also possible to display multiple tabs at a time:

File Hame
1534 ] CAD Model ‘ 8 L] PLM Sync with ERP BAS-1208-0014_00015274 SLOPRT procad 08242018
v [ 155 i) CAD Model S B L] PLM Sync with ERP J20M024_0001527S. SLOPRT procad 03242015
L]
15066 L] CAD Model \ B L PLM Sync with ERF SI3I7004_0001S276 SLDPAT procad 0aas

PROFILE V8 - procad

Freveea Beow_ Versi. COD. Docu. Msilp. Modf. Doou. Pertf Usto. St Docu. Statu
m| @ ¢ e 4 F| OO b = G 8
Document Type Do Statum. Doc Revision Doc Version File Hame
4 || CAD Medel PLM Syne wih ERF 8 L] J4203024_000155
| CAD Model PLM Syncwih ERP B 0 BAE-1806-5014 0
@ Note:
For larger structures or lists or large preview files, it may be advisable to deactivate the

automatic update of the dependent tabs to reduce loading times. This can be done via
the corresponding parameter in the PRO.FILE Management Console under
"Configuration" => "Parameter" => "PRO.FILE" => "Form design". You should also
make sure that these dependent tabs are not configured as first tabs to be displayed
when a data record is selected.

Dependent tabs .
that are available

for documents

and parts:

"Modification Log":

The 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 such as,
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. Please also refer to chapter "Available list functions'.

"Status log":

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

'm ification bog Partform Listof parts Where used  Status i ion  Document depends [ usege

Te

It is also recorded if a user has used the functions "Nofify", "Seen and approved" or
"'Seen and rejected". Entries in the list of status changes are recorded by the system
once an event is triggered. Here, information on the date, the individual who
applied the changes and the status changes are included. Subsequent changes are
not possible.
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Dependent tabs .

that are available
for documents in
particular:

Please refer to chapter "PRO.FILE status management: Support and Control your
Workflow" for more information on the status system.

"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, plus information on who opened an attached document
and when.

"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.

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"

for more information on the functionalities of the structure overview. A context
menu is always available within the structure overview that can be accessed
through a right mouse click. It contains the most important commands to ensure
ease of-use for this structure overview. The context menus within the browser are
dependent on the selected object and allow users to gain fast access to the
functions required for editing parts and documents.

"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. Please refer to chapter "Working with
Browsers for more information on the functionalities of the usage record.

"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. Please also refer
to chapter "Displaying thumbnails in lists and forms".

"Versions / Revisions":

If a document is versioned, the database will contain older versions or revisions of
the currently displayed document master data. This view will now list all of the
available versions and revisions.
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Dependent tabs
that are available
for parts in
particular:

3.5

"Document structure ":

Uses a browser to show which documents are aftached to the selected document
and in which structure. This corresponds to the structure view but is limited to
documents.

"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.

"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.

"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.

"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.

"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 view.

"List of documents":
Displays all documents, which are attached to the selected 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.

A configuration menu "Arrange tabs" is available to set up the tabs. It can be accessed
through the context menu of the right mouse button. This context menu is available once
the mouse pointer is placed over a tab that contains the names of the tabs. See also the
chapter: "Setting up the dependent tabs ".

The PRO.FILE fields: How can | enter data?

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.
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Form fields

Multi-line fields

The input forms are
mainly used for
selecting data records,
creating data records,
and when editing data
records.

~

Create Document

Standard Fields

Department [v] DocCreatedon 011116
Warring Date }7% DocCreated By [procad |
Alert Date [v] erriD [ ]
i Dste Commlige | o)

There are several types of fields

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

Drawing Mo.

123X

e Inthese 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 fext that is
not part of the list is not
possible.

values "yesterday", "today" and "tomorrow" can be
chosen when creating or editing a PRO.FILE

object.

BOM Type

Deparitment

You can also access a special date selection
function by using the = bution. ith this, the

'5

Assembly
Sales
Service

|-:|Sdai; Development IE”

[w] [l Sales ~
J Marketing

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

today

yesterday
tomorrow

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

a month ago

a year ago
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Reference fields

Date fields may also Doc Created On Elv]
have a date picker =, 1 March 2017 April 2017 5
This is to make the Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri  Sat

: % 27 2 1 2 3 4 1
selection of a date even TS
more comfortable via a 12 13 14 15 16 17 18 9 10 11 12 13 14 15

19 20 21 22 23 24 25 16 17 18 19 20 21 2

coler)('jor.'The % 27 29 30 3 B 24 25 2% 271 28 29
specification of a date 1 2 3 4 5 6
range is only possible [ Today: 372872017
for search forms. The
date picker has to be
configured for the field
(see manual
"Configuration
PRO.FILE GUI").
Reference fields display values of Project created by procad |
superior objects. The icon next to Projoct created on ST |

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

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

Reference fields can be used for the
search-

How to fill the fields

Fields filled automatically by PRO.FILE:
Some fields automatically receive a value from PRO.FILE, such as the DB
|dentification Number or the User (designer).

Required fields:

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

Type of Document |1 L E”

These fields are indicated by a red triangle in the upper left corner. If you try to
confirm the input mask without making an entry in this field you won't be able to
proceed and the required field is also marked with a red exclamation mark.
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3.5.1

The PRO.FILE
Multiline Editor

Use multiline-fields to present multiline texts

PRO.FILE multiline fields allow for data entry and storage of an unlimited amount of text
data.

The configuration of multiline fields allows users upon creation or editing of data
records fo enter text data consisting of several lines and then display this data in output
forms. The number of characters that can be entered in multiline fields is unlimited. A
scroll bar is displayed that allows for navigation to text data that resides outside of the
viewable area of the multiline field.

Text data entered into a multiline field is stored separately in the database and can be
displayed in output forms. Multiline fields are available in conjunction with documents
and projects.

Offer
Customer ID E]
Customer name |
Offer ID i’ | Enddate =
Description .
iy

P
Description

0K

ik

Multiline fields are configured using designated database fields provided in PRO.FILE
Management Console. Up to 5 multiline fields for each form can be configured.
Multiline fields can be inserted in forms using the form designer.

Displaying multiline entries in lists:

If a multiline field contains a long entry or an enty with several lines, the corresponding
field in the list is displayed with a height of 3 lines.

When a row is selected in a list and copied to the clipboard, only the first line of the
multi-line field entry is copied.

PRO.FILE offers a multiline editor for working with text data in multiline fields. The
multiline editor simplifies data entry and also features a function for importing data into
a multiline field.

In the data entry form, click the button B for entering or editing text data in a multiline

field.
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Descripticn

|
I

OK

TEE

The multiline editor will then be displayed, and the changes can be made to the text.
You now can modify or enter data in the window. The length of text data entered is not
limited.

The editor window allows for modification and update of existing text. An import
function allows for import of entire text files. The editor window is fully sizable (click &
drag) following common Microsoft Windows standards.

Right-clicking the mouse inside the editor window will display a menu featuring "Undo",
"Cut", "Copy", "Paste", "Delete”, and "Select All" text editing commands.

When finished with updating text data, click the <OK> button to assign the text data to
the multiline field. Then, contents of the editor window will be displayed as data in the
multiline field.

3.5.2 Category fields

Selection fields may contain a list of categories. The configuration for the categories is
made by the PRO.FILE administrator in the PRO.FILE Management Console. In contrast
to reference lists, category lists allow the selection of mutliple values, i.e. an object can
be assigned to several categories.

Assign categories  Category fields facilitate the fast and simple assignment of objects to categories with
customizable color flags.

Department |-SE‘ES; Finance |E|| You can select multiple
Resource I: W Sales | categories by activating the

[ Marked corresponding checkboxes.
Doc Status ZIESLL

The field then displays the
color codes of the selcted
categories.

] Development
L]

Research

wid Date Comments

1 M Administration
] . Secunty
CIRiT v
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&

Search for
categories

Category filter

Category groups

Note:

When a category is disabled by the administrator, it is still displayed in the list (grey)
but cannot be selected. If a data record, that contains a category that has been
disabled in the meantime is modified, you can uncheck the category for this record.
The category is then also disabled for this record

For the search, the context menu of a category field offers specific options.

1. Righ-click on a category field to open the context menu.
2. Select from the following options:
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.

= The selected option is displayed in the field.

In lists and browser displays, you can set a filter for categories.

Click on the Y icon.

1.

= In the column header filter field, the available values are displayed

= The list displays only values that are actually used within the list of results.

2. Select the category you want to include in the filter. The cateogory names are

displayed as tooltips. If several categories are selected, an "OR" connection is
established.

= The results list is reduced to all records the filter applies to.

If the results list is grouped by the column of a category field, a new group is createf for
each combination of categories.
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3.5.3 Enhance reference lists directly in PRO.FILE

A reference list can be enhanced directly in PRO.FILE but only if you have the
corresponding function access right.

As described in the previous chapter, a reference list may either be used as a pure
selection function — or may be connected with a check function, allowing only entries
from the reference list.

If reference lists are used in such way to ensure the correct filling of fields, only entries
from the reference list are allowed.

Example:

E You are using this check function to fill the field with a selection of part materials, in
order to avoid data inconsistencies caused by wrong entries of material names or
numbers.

If such a reference list with check function is to be used, there are two options:

e The PRO.FILE administrator enhances the reference list via the reference list
administration in the PRO.FILE Management Console.

e You have the function access right "Enhance reference list. Then you can enter a
new value info the field, which will enhance the existing reference list by the new
value.

Note:

; In order to enhance a reference list with a check function directly in PRO.FILE, the user
needs the corresponding function access right "Enhance reference lists". This function is
only available for the Windows Client.

How to enhance a reference list2

In order to enhance a reference list with a check function directly in PRO.FILE, Proceed
as follows

@ Note:
In order to enhance a reference list with a check function directly in PRO.FILE, the user
needs the corresponding function access right "Enhance reference lists".
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Requirement:

The reference list "Screw" shown here is to be

enhanced by the entry "Wood screw".

Enter new reference list entry info the field

(=]

Dippnwall zore

Lag screw
Sheet metal screw

Enter the value "Wood screw" into the entry field.

Call up reference list enhancement

Click the drop-down button of the reference list with the mouse button.

Screw Wiand screw

Confirm enhancement:

The query "Would you like to enhance the
reference list2" is displayed.

Since this is what you want, confirm with
<Yes>.

Check the necessity of this entry

In the wizard that appears now, check
whether you really need the new entry or
whether an according entry already exists.
If you want to create the new entry, select
"Wood screw" and click <Forward>.

Select superior level

You now have to decide, on which level
the new entry is to be inserted. For this
purpose, select the superior structure
point in the reference list.

The new reference list entry will be
inserted one level below the selected
entry.

=

PROLFILE v/

@ % This term s not vet in the reference list, Would
vou like to enhance the reference list?

Yes ] [ No ]
Reference list editar: Schrauben
Flease selact if you would fike to chonse an esitng entry or create o new entry
Your selacted term "Wond sorew' is not yet in the refamos fis 'Schrauben
The fallowing similar expressions were found
) Drywall screw
) Lag sorew
(21 Conciete screw
Pliase select a suilable term from the st if avaiable.
© Wond screw
Fiease sslect this option f o suitable entry exists in the Jit
[ Cancal ][ Back Forward Finish
Feference list editor: Schrauben
Chonse the entry, under which the new snity should be entered

Schrauben

Cancrete serew

Diywall screw

Lag screw

Sheet metal screw

Cancel | [ Back | [ Foward || Finch
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7.

Select subordinate levels

If the new reference list entry is to form a
new structure within the reference list
(thus to be inserted between two existing
structure levels), you must now select the
reference list entries that are to be
attached below the new entry.

If all entries are to be on the same level,
do not select anything here.

In this example, the "wood screw" is to be
on the same level as the other screws, so
nothing is selected here.

Defermine display of entry in reference
list

Finally, you can determine how the new
entry is to be displayed in the reference
list. This option is used to keep reference
lists easy to handle by displaying only
short forms of the entry in the list, but
which will enter a longer value into the

field.

Examples:
Entry in reference list: O
Entry in field: Oxygen

Entry in reference list: GTC
Entry in field: General terms and
conditions

Completion:

Reference list editor: Schrauben

Check the entries, which should be subordinated to the new entry.

E Schrauben
[] Conerate sorem
] Drgwal sorew
] Lag screw
] Shest metal screw
Waad screw

Concel | [ Back | [ Fowed || Finch

Reference list editor: Schrauben

Enter the value for the new entry.

Appearancs i the referencs st
\woud serew

Appearance in PRO FILE
\wood screw

Replacing entries

To complete the enhancement of the reference list, click on <Finish>. The new
entry can now be selected from the reference list and is available to all other users.
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3.6 The PRO.FILE data fields: Working with SmartLinks

Hyperlinks are an established tool in many areas of IT. Via a single mouse click, a user
can jump from one object to another. PRO.FILE picks up this comfortable method with
the new PRO.FILE SmartLinks.

e Links can be configured for PRO.FILE fields in forms and lists. These links establish
a connection to documents and assemblies, between documents and projects,
between processes and parts, etc.

e Another usage scenario is the access to internet sites directly in a PRO.FILE window.

e The Smarilinks can also be placed on the desktop of a PRO.FILE user or within a
company portal. This way, it is possible to jump directly to a PRO.FILE object from
the outside and vice versa.

Smartlinks in PRO.FILE allow to jump:

e From... o ..o
a field entry e a different PRO.FILE object (form or list
e inaform display display)
e inalist e aweb site
: . (Web tab directly in PRO.FILE or external
e in a browser display
browser)

e a user-defined function (user exit

Examples:
In the document list you Praiect n o. 10486
can directly access the Project name Test (o pen praject 10986 of customer PROCAD GrbH & Co. KG)

corresponding project by
clicking on the project

number.
= Smartlink "Object
link"
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Via the entering of the
URL into a field with
configured SmartlLink
you can access the web

site of the supplier on a
new PRO.FILE tab.

= Smartlink "Web
link"

Supplier URL

Brway

document part project  objects v

hittpe: vy, procad. de

£ ntegration  Edtfle A

B :m o HE %

® [ Opencopy |9 Createlink B B
ol bl o S Lok | vty Crange  Nosly Refresh List Form Swructure

€ Copysearchcriterion suarus

>
Cop 10y B

Applications v Products ~ Customers Knowledge Q

PROCAD

Configure the impact

Product and document lifecycle management
for mid-sized enterprises.

Furthermore, the SmartlLinks offer the following options:

e The context menu for opening, linking and copying a SmartlLink

e  Credating links from Smartlinks via drag & drop

3.6.1

If you move the mouse over
a Smartlink in a list or form
view, you can access a
context menu via the right
mouse button.

The context menu for opening, linking and copying a SmartLink

% | [;_; B | 4 p | Data record 1608 of 2223 is active
File size
Project no.
Project descr.
Copy shortcut
Status Create shortcut on desktop
MName
Version —|
Cus | |

This menu offers the following functions:

e Open

This function corresponds to the left mouse click on the Smartlink. The PRO.FILE
object linked via the ID number (document description, part, project, ...) is
opened and displayed in a new tab in PRO.FILE.
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3.6.2

3.7

e  Copy shortcut Sk s O
This function copies the link contained in I e et e oy (10055)
the Smarilink to the Windows
Clipboard. [ -
You can copy this link into other
documents or applications. A mouse
click on the link opens PRO.FILE and
displays the linked object.

e  Create shortcut on desktop _
This function creates a link instance of the SmartlLink on your
Windows desktop. With a mouse click on this shortcut &
PRO.FILE is started and the PRO.FILE object linked via the ID Display Project
number is opened and displayed in a new tab in PRO.FILE. 10095°

e  Copy content
This function copies only the content of the displayed Smaritlink, i.e. the character
string which is displayed as link signifying the SmartLink.

Creating links from SmartLinks via drag & drop
A Smartlink be used for the creation of shortcuts and hyperlinks via drag&drop.

Drag the SmartlLink with the left mouse button from the form or list view to the desired
target location.

e  Drag&drop of a Smarilink from PRO.FILE
e to the Windows desktop creates a shortcut
e to an Explorer folder creates a shortcut

e into an MS Word or Outlook document creates a hyperlink.

By clicking on the thus created hyperlink or shortcut, PRO.FILE is opened and displays
the PRO.FILE object linked via the ID number of the SmartLink.

Tip: 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 save them
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3.7.1
Hide a dependent
tab

Setting up the dependent tabs

The "dependent tabs" can be displayed in 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

‘ersions Disp.d.. Docum.. Mail

information is displayed in the lower -

) . ® Tab configuration
corner of the tab windows in the H l
dependent fabs wr I
A configuration menu is available to set p ¢ Hide tab Gl
up the tabs. It can be accessed through Show all tabs
the context menu of the right mouse
button. Reset
This context menu is available once the Save

mouse pointer is placed over a tab that
contains the names of the tabs.

Function call:

"Place mouse pointer over tab" => "Right mouse button"

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

e Hide a dependent tab

e Display all dependent tabs

e Arrange dependent tabs

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

e  Reset the settings for the dependent tabs

e Save settings for the dependent tabs

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.

The settings for the dependent tabs are stored locally on the current user computer and
are only available there.

1. If you want to hide a dependent tab, simply place you mouse pointer over the
desired tab.

2. Then select the function "Hide tab" from the context menu that is activated using the
right mouse button.
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Display all
dependent tabs

Arrange
dependent tabs

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

= The currently active tab will then be hidden. In order to redisplay a tab that is
hidden, please also refer to chapter "Arrange dependent tabs'".

Individual dependent tabs can be hidden from the document or part view.

If these tabs have to be accessed again at a later time, you can use the function "Show
all tabs".

1. Place you mouse pointer over the header of any dependent tab in order to call this
function. Then select "Show all tabs" from the context menu.

= All dependent tabs that are available for the current PRO.FILE object type will then
be displayed.

1. Place the mouse pointer over a dependent tab. Then press the right mouse button
and select the function "Arrange tabs..." from the context menu.

= A new window will appear:

Tab configuration - ———
-] List of parts o
[ Where used
- [¥] Status information
-~ [¥] Document dependence
gl Document usage
- [¥] Status log
~[] Fabrication orders - %04Id
-] Calculation data
-] Deleverers 3
-[C] ERP Integration Log |

[ Prizes - Stock
-] Structur bill of mat. from KIFOS |
----- [C1web reports
|| 4 Group 1

% |

2. Using drag and drop you can now move every entry o the desired position.

It is also possible to activate or deactivate individual dependent tabs using the
checkboxes in front of the tab designation. This is how you can redisplay any
hidden tabs as well.

4. When you have arranged the tabs confirm your selection by pressing the <OK>
button.
In order to discard possible changes and to return to the existing arrangement of
tabs simply press the <Cancel> button.
In order to return to the default settings simply press the <Reset> button.

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:
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L=

File Start Search Edit View Window ERP Integration

E €3 Close
- "® Closeinactive
Open in separate
- €3 Closeall
Current display | Window

PRO.FILE V8 - PROCAD
Edit file

Archival processi

G ¢ o> < 7l00[-a

2! CAD-Dokument X
g
H @‘ B E & f B o‘ B B E| Hit count: 1669
DoNo. TypeofDocument © W LK Status Preview Projectna. Projectdescr.  created from created on Rev. Vers. -
1] 106203 CAD-Dokument ? in Bearbeitung asm Schulz 2510672013
I 108202 CAD-Dokument ? in Bearbeitung par - Schulz 2510672013
106201 CAD-Dokument in Bearbeitung
1] 106200 CAD-Dokument ¥ in Bearbeitung asm Schulz 2510672013
1l 106139 CAD-Dokument ? in Bearbeitung cfg Schulz 2510612013
Kl [ ' 3
Preview

Brow.. Versi.. Disp... Docu.. Mailp.. Meodif. Partf. Listo. Wher. Ststu. Docu..

Flor s 2B s 80 %508 W

. e e e e e

Docu... Statu.

In order to subdivide the tab window into several tab groups, please follow these steps:

1. Place the mouse pointer over the header of a dependent tab. Press the right
mouse button and select "Arrange tabs..." from the context menu.

2. A new window will appear.
Press the <New group>
button.

A new Group 1 will be
created within the list:

3. 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 PR ——

=
=
=3
]
@
=
]
@
o

o

-~

Status information
Documentdependence
[¥] Document usage

[¥] Status log

| Fabrication orders - %04ld
~[] Calculation data

~[] Deleverers

~[]ERP Integration Log

~[] Prizes - Stock

Cancel

Reset

m

Mew group

| ] Structur bill of mat. from KIFOS
----- [T wWeb reports
|| > EER
Tab configuration - [ ——

-[] List of parts
7] Where used

Status information

ocumentdependence
cument usage

Cancel

B Reset
[ Fabrication orders - %04Id

<[] Calculation data
-] Deleverers

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

-] Structur bill of mat. from KIFOS |
----- [[]web reports
4-Group 1

m » 1
o
=
E——— =

New group |
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4. 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 1. Place the mouse pointer over the header of a dependent tab. Press the right mouse

subdivision of the button and select "Arrange tabs..." from the context menu.

tab window 2. 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>.

Reset the seftings 1. Place the mouse pointer over the header of a dependent tab. Press the right mouse

for the dependent button and select 'Reset" from the context menu.

tabs = Availability and arrangement of the dependent tabs will be set back to the default
settings.

Save settings for If you choose to hide individual dependent tabs and to arrange the remaining tabs

the dependent according to your wishes, you should save your settings so that they will be available to

tabs you for the next session!

Follow these steps to save you settings for the dependent tabs:

1. Place your mouse pointer over the header of any dependent tab. Then press the
right mouse button and select the function "Save" from the context menu.

= The current settings will be saved and will be available the next time you use the
respective tab view.

@ Note:
Which tabs are available depends on which object type is currently active. The tabs are
configured separately for documents and parts and therefore have to be saved
separately as well.

3.7.2 Arrange list views and 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 displays.

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:
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Cockpit B Documents ) Structure 13984
GIEREETEE B e o BB B Hecoms
DocumentiD V L: W . ion Doc Version Doc Status File Name Doc Created By
PRO.FILE specification
15377 I CAD Med: 0 ENG WIP BAS-1808-001A_00015292.SLDPRT procad
N Select listview 3
15376 N, CAD Mod¢ = 0 ENG WIP PLUG PART_5_GEO_00015224.5LD.. procad
ve
15369 [ CAD Mod: 0 PLM Sync with ERP 53337224 _00015279.5LDPRT procad
0 LM Sync wi P 53337 0.5LDPR
Make this listview o5 the default . PRI s
14500 PLM ECM o PLM Transfer Complete procad
Arrange columns...
15068 PLMIDR B 0 PLM Transfer Complete IDR jpg procad
Hide column
15378 PLMIDR 0 PLM Transfer Complete procad
Show column 3
13340 PLM RFQ Seraliable from here 0 PLM Transfer Failed BizTalklmport
<] - | >
Group this column

Rrowser Verzinne OO0 Niannsition Nocument tsane lan Nocument Part farm  liatof narts  Status information Document denendence Status lan

The following functions are available:

o  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 are
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 displays of a list view. This function relies on
the specific user authority.

e Saveas:
This function saves changes to a display 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 Arrange columns:
This command opens a dialog in which you can quickly and easily specify the
columns to be displayed and in which order.
For this purpose, columns are shown or hidden via the arrow buttons. The order of
the columns is then determined with the buttons <Move up> and <Move down>.

e Hide column:
This command hides the presently active column from the list view. 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.

e Scrollable from here:
This function determines which columns are to be seen 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 are remain visible in the view. (The
column that is active at the time is shown with a small arrow in the column header).
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The view 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'".

Manage stored list views

You can create and customize lists in PRO.FILE so that they fulfill your individual
requirements: You make all the settings that determine blend out, or blend in, sor, the
changing of the column order and the column width.

These customized views can then be saved. (See also the chapter "Arrange list views and
save them").

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

Function call:

View" => "Views Manager"

Using the view e S— - )
manager it is possible Publish____ Type b o
to delete, rename, or
publish saved list views.

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

e <Delete>:
Irrevocably deletes the highlighted view. Recovery of this view is then not possible!
After this function has been called up, a request screen appears in which you must
either confirm or cancel the delete process. Only the customized view will be
deleted — none of the list entries or data records.

e <Rename>:
This function can be used when saving a customized list, that has a name that does
not describe the view too well, or when all saved lists should be renamed according
to a specific scheme. 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>.

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, and only applies to PRO.FILE users that have access to the same
database. To publish your lists, highlight the list views required and click on the
<Public> butfon.

Published views will then be marked with the symbol: =
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3.8

Export the contents of lists and browser displays to Excel

With the butfon X 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.

PRO.FILE V8 - procad

Window Edit file

ERP Integration Archival processing

= . L R
B a®ig/ & Li- o= . O B
S il " [ Opencopy  ©F Createlink — = X
Mew  New New New Edit Lock/Unlock | Display - Change Notify Reiresh Liste Form Structure
document part project  objects - [, Copysearchcriterion | status
Create Edit document Edit file Create link Manage Current dizplay Open in new display
é"‘ Cockpit  [B] Documents Docurnents £ Srrueture 13934 Al parts X
E -
HEEEERIEEEI L ) B
PLMID V L W PartNumber Descripion vel Variant  F FariCreatedBy F~
14221 i} 100875 PCE CAN Bus Terminator A ENG WP procad o |
14220 @ 100928 (Defeult) - PLUG PART_5_GEO A ENG WIP procad ]
409 ] 100576 CONTACT SOCKET-BACC4TEG-1 B ENG WP procad ]
» 14216 ] 20070815-210 speaker sldasm EXT B ENG WIF procad o
14215 ;] 100867 WIRE 22 AvG BLU A PLM Sync with ERP procad 0
14214 ri ] 100959 CAN Bus Termin. PCB Assy A PLM Sync with ERP procad o
14213 @ 100568 WIRE 22 AWG ORG A FLM Sync with ERP procad o
14212 @ 100965 WIRE 22 AWG RED A FLM Sync with ERF procad ]
14311 o) 4000 WIBE T3 AL BEAL A LTPR—— msnnnd n”
< " >
Bil of materials Bill of materials as alist Extended bill of material Guantity BOM Browser IS Partfor_ Mailpro_ Madific. Versions ‘Where_ Status i Parisu_ Status |
A Y I C B € B |[@ 1 H - Hitcount: 2
Level Line lem Qty 'OM Qty Type Description Part Numbx DocumentiD V L W Document Type ERF 1D Thun
400 L] 0.00000 speaker sldasm EXT 20070913-2° | » PR | C odel
L1 ] 1.00000 EA speaker frame sidprt EXT  20070919-2: 5] CAD Drawing (NDF)
[ 3] 20 100000 EA second speaker sidpt EXT  20070919-2°
1 0 100000 EA membrane sidprt EXT 20070918-2
1 &0 100000 EA magnet sidprt EXT 20070919-2°
To export list or 1. Activate the list or browser display that you wish to export.

browser contents
to Excel Proceed

N

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

as follows 3. You are then prompted to specify a file name for the Excel table to be saved.
H BHEH % & Bill of rateraliads [Compatibilty Made] - Becel T E - D X%
: The dOTO IS nOW h HOME INSERT PAGE LAYOUT FORMULAS DaTA REVIEW VIEW PROFILE Team Slg'\ﬂn
disployed n Excel. For . ﬁmﬂﬂSﬂ‘l!. : : & [Genent -| WBiCondtional Formatting= | Binsen = | X - v~
i ] Bru- x4 B J+ § - % » [P Fommat as Table - Frpeete - [T)- M-
better display, the SeoAs E€E 9 88 Bouse Bromar -
. Clipbosrd 1o Font Alignment G Number & Styles Com Edting ~
column headings are N £ teve .
displayed for each level |12 LIS SIS VO L
of the exported structure |7/ 27 ¢ == joutr 4 T oA 20 L R
in Excel separately. T
& il n 00000 EA second spesker sidot EXT  20070915:211 A
7 il 0 0000 €A membsrores sidort EXT 007212 A
8 il W 0000 €A et sidoet EXT 200913213 A
= -
Exported PRO.FILE Data *
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Availability: The export of browser contents is only possible for homogenous browser displays
containing either only documents, only parts, or only projects.

Note:

; The display of a non-homogenous structure from PRO.FILE in Excel is confusing, since
you cannot see which entry is a part and which entry is a document. For this reason,
the ExporiToExcel button is not available in non-homogenous structures.

The icon "Excel export" is available in the following displays:

e  Transmittals in list display

Projects in list display

e Role assignments

Quantity bill of materials

Bill of materials editor

Bill of materials as list

And in the dependent tabs

e Status log

e Modification list

e Mail log

e Versions

e Document usage

e  Document structure
e Document list

e Parts list

e Role assignment

e Parts usage

Bill of materials
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3.9

Tip: Customize the Cockpit

The PRO.FILE Cockpit can be customized. There are several widgets, the contents and
positions of which can be changed.

The adjustment is made via the function "Customize Cockpit' from the "Window" tab.

Window

E g Close &

N @ Close inactive .
Open in separate Customize
window g Close all cockpit
Current display | Window | Manage |

Function call:

"Window" => Area "Manage" = > "Customize Cockpit"

Note: A matter of permissions

The customization of the PRO.FILE Cockpit requires the corresponding function access
right. If the function "Customize Cockpit" is not displayed, you do not have this
permission

After clicking on this function button, the left-hand side of PRO.FILE displays the area for
customizing the Cockpit. A detailed description can be found in the following chapters.
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3.9.1 Adjust Cockpit "Layout"

To adjust the layout of the PRO.FILE Cockpit, select the register tab "Windows" and then
the function "Customize Cockpit".

For the layout you can now make the Py [ All documents
following seftings: g‘ Cockpit layout
Please specify the number of rows

1. Enter the number of lines the structure

of the Cockpit is to consist of. Newosoties [t 1N
ine T Valve
= The lines are then listed with types and i :m
values. ine 2 Adosize
ine 3 percent 100%
2. lfalineis selected in this list, the width ine 4 Autosize
can be adjusted. The options
o Type-ine 1

"absolute", "percent" and "Autosize" are
available. "Absolute" is the width in O oot B
pixels, "percent" is the width in relation i °

to the total width of the Cockpit.

@ Autosize

The following widgets can be added for the
lines listed above:

° E Via a selection window, ——
elements (widgets) can be added to _ s

the Cockpit. =

FULL TEXT SEARCH

i CREATE
. Via this button, the layout can SEARGH
be reset to the last saved status. RECENTLY USED

Save | [ Concel |

Once all seftings are made, you can save the layout via the <Save> button.
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3.9.2 Adjust Cockpit "Logo"

To adjust the logo in the PRO.FILE Cockpit, select the function "Customize Cockpit" =>

“LOgO“_

For the layout you can now make the 7 ST ) Al ocuments

following settings: %’ Logo

1. Spgcncy the posfnons of ’rhe cells, in (@ [ @ [
which the logo is to be displayed. | P s
Cells occupied by other widgets i' : ; '
cannot be selected. \' fecenty tend

2. To use your own logo in the PRO.FILE Configuration
Cockpit, ’rhls logo must be stored in @f%&%iﬁ"&t?‘ﬁiﬁﬂ?&ﬁ:‘m“
the folder images\cockpit of the Images/Cockpit of the configuration item.
PRO.FILE configuration point. You can K S ikl N e "“g?{ii:'j!‘ﬂ}a”g‘dﬁ-”‘e

then enter the name of the image file

Profie Banner of =
in the input field.

3. Once all settings are made, you can
save the layout via the <Save>
button.

Cockpit layout

Logo

FULL TEXT SEARCH
CREATE

SEARCH
RECENTLY USED

Save | [ Cancel
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3.9.3 Adjust Cockpit "Full-text search", "Search", "Create" and "Recently used"
In the PRO.FILE Cockpit, various widgets are available in the standard:

e  Full-text search
e Search

e Create

e Recently used

If these widgets are to be used in the PRO.FILE Cockpit, select the function "Customize

Cockpit".
1. Select the widget to be adjusted from the CRET ) Al documents
bottom area of the configuration window. FULL TEXT SEARCH
Sostion
= The corresponding information is then - oshmmo B 5
displayed in the upper area. The example : ' =
here shows the configuration of the widget : : :
"Full-text search". ' recently used
2. You can now make the following seftings: ' ‘ -
e  Specify the positions of the cells, in e B e .
which the widget is to be displayed. ] Document
Cells occupied by other widgets Ef;wl
cannot be selected. V] Process
[¥] Task

e You can also specify for which (] Transmital N

PRO.FILE objects the widget is to be
available.

3. Once all settings are made, you can save
the layout via the <Save> button.

Cockpit layout

Logo

FULL TEXT SEARCH
CREATE

SEARCH

RECENTLY USED

[ save [ Concel
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3.10

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:

Description

¥ Switch between single and
multiple-selection mode

22 |nsert link

Delete link

>3

3

Modify link

Show/hide documents

<+ @

Show/hide parts

& Show/hide projects
By Show/hide fasks

=2 Show/hide processes
Ly  Show/hide transmittals
B Create NDF job

= Printfile

1 Copy

e Adjust width

=

Adjust sorting order

-
L]

Export list to Excel

e ED

Select all rows

Hide selected rows

i m

[EE  Invert selection

Switch between form and list view

=l [=]

e

PES DD

Pod @ &

o o&F

Description

MarkAll (for multi-selection
mode)

Expand structure — 2 levels (for
multi-selection mode)

Expand structure — complete
(for multi-selection mode)

Show selected elements in new
windows (for multi-selection
mode)

Show bill of materials editor

Preview thumbnail

Preview file

Adjust height
Adjust width
Fit

Rotate 90° left

Rotate 90° right

Go to page ...
Next page
Previous page
Enlarge selection

Enlarge
Make smaller
Start task

Finish task
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o, @ H = O

—{

T woN, X W

aal

Show hidden lines
Search by active column
Search by all columns

Filter

Next found pattern

Display/hide filter

New modification list entry
Delete modification list entry
Edit modification list entry

Display structure bill of materials

Show part usage

Mark all visibile nodes(for multi-
selection mode)

Unmark all visibile nodes(for
multi-selection mode)

Mark all visibile subnodes(for
multi-selection mode)

Unmark all visibile subnodes(for
multi-selection mode)

LS

sl 4

t ® [0 v A

}

O]

£

Sub-processes
Create new task
Create new project manager

Remove selected project
manager

Manage role assignments

Delete selected role
assignment

Previous element

Next element

Display as leading window
Display in external browser

Display previous page in
browser
Display next page in browser

Stop loading process

Reload page
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4 The PRO.FILE register tabs

The context-sensitive menu bar makes the necessary menus available to you.

PRO.FILE V8 - PROCAD

Search Edit View Window ERP Integration Edit file Archival processing

3 » U Edit [ -
B a® i / & 082 en = . NS 3
' ' ‘ [#% Opencopy | ®7 Create link ——
New  Mew MNew New Edit Leck/Unlock | Display o Change  Motify Refresh Liste Form Structure
document part project  objects %, Copysearchcriterion | status

Create | Editdocument | Editfile | Create link |  Manage | Curentdisplay | Openinnew display |

The contents of these individual menus and their appropriate commands and functions
are context-sensitive, i.e. dynamically adjusted to the active window:

For example, when a part is selected, the tab "Edit" only shows functions that are
relevant for the handling of parts. When a document is selected, the tab "Edit" only
shows functions for the handling of documents.

In the following sub chapters, the functions contained in the various tabs are explained.

e The menu "File"

e The tab "Start"

e The tab "Edit"

e The tab "Search"
e The tab "View"

e The tab "Window"

An additional description is provided in the next chapter as a cross reference, for the
description of the commands that are to be seen in a total relationship.

@ Note: Context menu via the right mouse button

A context menu is always available within the PRO.FILE interface that can be accessed
through a right mouse click. This context menu largely is the same as the "Edit" menu.
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4.1 The menu "File"

In the "File" menu of PRO.FILE, you can access fundamental
functions and settings of PRO.FILE.

This menu contains the following functions:

e Information:
Displays information on the installed PRO.FILE system.
See chapter "Viewing PRO.FILE system information".

e  Deactivate project:
This function is also permanently available in the file
menu, so that activated projects and their related data
assignment for these projects can be deactivated.

e  Import document:
If a file has been exported from PRO.FILE for external
editing, this file can be re-imported via this function. See
chapter "Export / Import of documents with PRO.FILE

(Option)".

o Export Pocket:
This menu entry is used to export documents and parts
to PRO.FILE Pocket to make their structure available
offline. This optional PRO.FILE module is used e.g. for
displaying objects on construction sites, where no
PRO.FILE connection is available. Detailed information
can be found in the manual for PRO.FILE Pocket, which
you can download from the PROCAD Support portal.

e  General Reports:

Start Search

E Deactivate project

|“I_'| Import document
.‘_'“El Export Pocket
E General reports
Web reports
Job Monitor
Default actions...
Reset messages
Settings...
Logging..

Switch user
Change password

Finish

This menu entry is used for the creation of reports (option) and is described
separately in the manual "PRO.FILE Report Generator Link". This manual can be

downloaded from the PROCAD Support portal.
e Web Reports:

This menu entry is used for the access to Web reports. These reports are then
displayed in PRO.FILE and can be used for the further evaluation of a variety of

relevant data.

e Job Monitor:

The Job Monitor displays the activities of the PRO.FILE Generic Job Server. Further
information can be found in the manual on the Generic Job Server.

e Default actions.. .

This function specifies the actions to be performed when a PRO.FILE object is
double-clicked. These specifications can be made individually by each user and are
described in the chapter "Defining the PRO.FILE default actions".

e  Reset messages:

At various places in PRO.FILE, it is possible to hide frequently displayed messages.
With the function "Reset messages" you can re-enable the display of all messages.
All messages that have been hidden before are then displayed again.
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Settings:
Each user can make settings relating to the start and closing of PRO.FILE (see
chapter "Settings for the start and shutdown of PRO.FILE").

Logging:
This function starts the trace configuration, via which log files of PRO.FILE system
activities can be activated. This can be required, e.g. in support cases.

Switch user:

Each PRO.FILE user has specific function authority rights, e.g. fo view certain
statuses. These rights are activated when the user logs on. Various actions e.g.
editing, and status changes are protocolled along with the user's name. It is
therefore strongly recommended that when a user changes places to a different
workstation, the in PRO.FILE registered user is changed. See also the chapter:
'Change the currently logged on PRO.FILE user".

Change Password:
Users always have to log on to PRO.FILE with their user name and password. This is
where users can change their PRO.FILE password. Please also refer to chapter

"Change the PRO.FILE password".

Finish:
This function is used to end a PRO.FILE session, and log off.
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4.1.1 Viewing PRO.FILE system information

The menu point "Information" allows you to call up the basic information from the
PRO.FILE-System.

This system information is especially important for the configuration of the PRO.FILE-
System. Use the entries also when you make support- enquiries, and have contact to the

PROCAD hotline.

Function call:
jh 'File" => "Information"

The following entries are then shown in the info window:

PRO.FILE V8 Release 8.6

Copyright (C) 2012 PROCAD GmbH & Co. KG
All rights reserved.

operating system |Micmsoﬂ Windows 8.1 Enterprise 64bit ‘
Database Management System |SQ L-Server Version 2014 ‘
Software Status | Release ‘
Setup Build Number 00138 |
DBPFAD |C:\Program Files {x86)\procad profie’ |
DBANWPFAD |\\PROQS2012\Corfiguration Points\F7 |
Database Identifier [PmPROGSZD12 |
Conversion Level [8.60.0.404 |
Expected conversion level [8.60.0.280 |
‘ersion of system data |3.GD.D.4D4 ‘
Version of database scheme [8.60.0.0 |

i Version of datat heme  [8.60.0.0 |
Program Version |3.GD.D.BD1 ‘
Logged-on User |PROCAD |
FRO FILE Dictionary |eng |
BOM Mode |2 Postion #is part of key |

e The operating system used.

e The database management system used.

e The software status: "Alpha", "Beta" or "Release"

e  The version number of the PRO.FILE database used.

e The actual used database when working with PRO.FILE.

e The version number of the installed PRO.FILE-Version.

e The actual registered user.

e The current storage utilization of the PRO.FILE client in KB.

e  The installed CAD-Integrations, that is defined in the PRO.FILE-Management
Console bills of materials mode.
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Note:

This window can also be accessed via the tray icon in the Windows system tray and via
the context menu of the right mouse button.

4.1.2 Defining the PRO.FILE default actions

Via the function "Default actions" the user can specify the actions to be performed when
a PRO.FILE object is double-clicked.

, Function call::

3 'File" => "Default actions..."

If this function is selected, the following configuration window is displayed:

F |
Determine the action for double-clicks =
| Objectiype My settings default seifings
Document Use default settings Show file
» Part Use default settings w | Change formular part
Project no action Show formular project
roj: USE default Semngs oW Tormular proy.
Transmittal Show formular part * Show formular Transmittal
Change formular part
Frocess Copy part to clipboard Show formular process
Show structure of the part
Task USE 0eTallt SEmngs Show formular task
Changes Use default settings Show multiline field
| l
i i
e Object type:

Specifies the object type, for which the selected action is to apply.

e My settings:
Here you can specify the action to be performed when the object is double-clicked.
You can choose from a variety of actions as shown in the screenshot above.

o  Default settings:
This column shows the default settings as per installation. If the user does not
specify specific actions, the action from this column is used.

Once you have made your changes, confirm with <OK> to close the window.
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413 Settings for the start and shutdown of PRO.FILE

The options in the window "Settings" determine the behavior of PRO.FILE upon Windows
start and closing of the PRO.FILE window.

Function call::
-«
"File" => "Settings"

The four options

control the following:
[] Start PRO.FILE automatically after Windows logon

[]when closed, PRO.FILE stays active in the system tray
[] Allow PRO .FILE and other applications to come active to the fore

Show tooltips in list and browser

o  "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.

Note:
E PRO.FILE only remains active when the B icon is used. If the function "Exit" from the
menu "File" is used, the program is shut down completely.

e "Allow PRO.FILE and other applications to come active to the foreground". This

can be helpful, when an integration is used and an integration function requires
action in PRO.FILE.

o "Show tooltips in list and browser": Tooltips in list and browser displays can be
deactivated via this setting.
When tooltips are deactivated, you can press <CTRL> + <T> to reactivate the
display of tooltips for the currently active list or browser display temporarily. This
activation of tooltips via keaboard only applies for the current display and is not
saved.
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4.1.4 Change the currently logged on PRO.FILE user

The user authorities in PRO.FILE can be set independently for each individual user. In
this way, the corresponding access authorities are activated for each individual user as
he/she logs on.

PRO.FILE traces all actions of the currently logged-in user, e.g. creating a document or
changing a part. Part of this logged information is reflected in fields on the forms (e.g.
"document created by") or the modification log.

Therefore, it is recommended when changing the user on a workstation, to also carry
out a change of the registered PRO.FILE user.

You do not have restart PRO.FILE to change the user. The function "Switch user' can be
used.

Function call:
>
‘ 'File" => "Switch user"

After calling up this function, the log in screen of PRO.FILE will appear.

The new user can now log in and start working with PRO.FILE.

PROFILE 377

@ Note:
Please note that when carrying out the user change, all screens and windows that are
opened, will all be closed.
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415 Change the PRO.FILE password

Users have to log on to PRO.FILE with their user name and password.

Users have the possibility to change their passwords. For security reasons, it is
recommended to change the password on a regular basis.

In order to change your PRO.FILE password access the function "Change password" in
the PRO.FILE file menu.

, Function call:

‘ "File" => "Change password"

You will now have to Madify password

enter your cu rrent For secuity reasons, please type your curent pazsword first.
The new one has to be confirmed, to avoid spelling ermors.

password, the new

password and a

confirmation of the

new password in the

mask that will appear.

Current password | | |

Mew Password | |

Canfirm Mew Paszmard | |

[ tadify ][ Cancel ]

e You have to give your current password in order to verify yourself as the user who is
authorized to change the password.

e You have to confirm your new password. This is necessary because the password
characters are hidden; the entries in the "Change Password" mask are indicated
with ™" only. You have to repeat your entry in order to avoid possible typing errors.

e Confirm your new password by clicking the <Modify> button.

From this moment on, you will have to use the new password to log on to PRO.FILE.

@ Note:
Ask your system administrator for guidelines regarding the mandatory length and
makeup of the password.
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4.2 The tab "Start"

The register tab "Start" contains the most frequently used PRO.FILE functions for quick

access.

The following list is to give you an overview of these functions. Detailed information can

be found in the following chapters.

) i A ey
s ‘ >3 E
Mew Mew

Mew

document part project Folder

Create

/ &
Edit Lock/Unlock

Edit document

E[b] [0 Edit
B

- [ Open copy
Display

Edit file

Y Copy
@0 Creatdank

EEE:L Copy search criterion

Create link
[
= e
LY =)
Change Motify
status
Manage

2

Refresh

Current display

Group "Create":
Functions for the creation of PRO.FILE
objects.

Group "Edit":
Functions for editing, locking or
unlocking data records.

Group "Edit file":

Functions for viewing, editing or
opening a copy of files aftached to a
document description.

Group "Create link'":

The functions "Copy" and "Create link"
can be used fo create structures of
PRO.FILE objects. The function "Copy
search criterion" is used for the
creation of dynamic saved searches.

Group "Manage':

Functions for the changing of the
PRO.FILE status and the sending of
messages to other PRO.FILE users via
the PRO.FILE Mail Connector.

Group "Current display":

The function "Refresh" refreshes the
currently displayed form, list or
structure display (e.g. if data has
changed in the background).
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4.3

4.4

T

: - E@ e Group "Open in new display":
: == This function opens selected data
Liste Form Structure records in a new tab as list, form or

structure display.
Open in new display

The tab "Edit"

The tab "Edit" contains all of the commands that are required in the administration, and
editing of data records. Whether a document, part, project, tfransmittal is active, whether
a role is called up or also a structure overview, diverse commands can be found in this
menu.

From "New", "Modify" and "Duplicate" to "File processing", "Lock/Unlock" and "Redlining"
through to status change commands, import/export functions, and for archiving and
versioning.

In this handbook, the working with PRO.FILE-objects is described in the chapters:
e Working with documents in PRO.FILE

e  Working with parts in PRO.FILE
e  Transmittal: digital dispatch list with PRO.FILE

For the PRO.FILE objects project, task and process, information can be found in the
manual "Operation PRO.CEED Base".

The tab "Search"

It is a great advantage of PRO.FILE that the user can utilize detailed search and
selection functions, so that precise information can be found and extracted from the
database. To help with this you can use the PRO.FILE- "Search" tab.

File Start Search Edit Window ERP Integration

* F %5 Processes [T Folders (0 %% Filter parts search @ inparts T inprocesses i indocumentlist | [, Current tasks
. & > B
AT (= =

in

f‘ Tasks
Documents  Parts  Projects a Change

L2, Transmittal search decuments r[“q in files [ in Folders

§0 in projects [ in tasks B Role sssignments

Search objects | Options | Full-text search | More

Note:

The selection possibilities for documents are controlled and protected by the user
access authorities.

When a document, part or project is in a condition in which it may not be shown due
to the users function access authority, it would also not be visible in the selection
function.

PRO.FILE Release 8.7
June 2017

Page 81 of 241



Operation PRO.FILE advanced The tab "View"

A detailed description of the search functions can be found in the chapter "Searching
and finding: selecting data records".

4.5 The tab "View"

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

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

There are special view types for all of the PRO.FILE objects. Therefore the functions that
are available in the "View" tab, 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" tab the way it appears for:

Documents in form display:

PRO.FILE V& - PROCAD - (=]

Start Search Edit Window ERP Integration Edit file Archival processing

%‘Iil O |< < > ’l = Eé @) Versions [ Reports {b&

@ Part form

Switch Refresh First Back Forward Last | Liste Form  Structure _ i
formy/list view E List of parts manager
Current display | Browse Open in new display | Further displays

Manage

Parts in form display:

ROCAD

Start Search Edit i Win ERP Integration

I%‘Iil 0 |‘ 4 ’ >| = % r" EE List of documents
— ) @) Versions
Switch Refresh First Back Forward Last List Form Structure Bill of
form/list view materials » [ Reports
Current display | Browse | Openin new display Further displays

Documents in list view:

Start Search i W Edit file

%‘ﬁ 0 j-é;gg Eé @) Versions [ Reports

[EF Part form

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

Parts in list view:

PRO.FILEVS - PROCAD

Start Search Edit Window ERP Integration
I%—-g‘lil O Eé E List of documents i I}
N K — o @) Versions X
Switch Refresh List Form Structure Bill of Views
formylist view materials - @ Reports manager
Current display Open in new display | Further displays | Manage
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The following list gives a brief overview of the available view types and the various
functions. Further information can be taken from the following sub-chapters:

Views available e B wswitch Form/List view":

for all objects: 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 display as a list, or one or more
highlighted objects in a new list. See also the chapter "Working with lists".

o =l "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".

Views specifically e "Bill of materials":

for parts: Enables you to call up different bill of materials view for the highlighted part. This
includes the structure bill of materials, the single level bill of materials, the part
usage, the structure list, with the depth and the quantity bill of materials.

o "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 PuRudr
scrolling/browsin Proceeds to the next data record.
g in forms @’

o wd":

Returns to the previous data record.

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

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

These views are described in the following chapters.

Addi.ﬁonq| . [k "Views Manager" In PRO.FILE it is possible to create customized list views, and
functions: 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
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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.

4.5.1 Display a bill of materials for a selected part

The function "Bill of materials" in the "View" menu gives you an additional submenu for
the display of different characteristics or representations of bills of materials.

{EZ" E Lizt of documents

Versions
Bill of ©

materials IEl Reports

Structure bill of materials

Structure bill of materials as list

Enhanced Structure bill of materials as list
Structure bill of materials with levels
Structure bill of materials with levels as list
Single-level bill of materials

Single-level bill of materials as list
Quantity bill of materials

Part usage

E{"I £ HN éTl E E;In” UDD g:.ﬂ E,;I,:,I:I Frel

Part usage as list

The following different Bill of materials are generally available:

SfrUCtUre bl” OF Bill of rnaterial
md’rel’idls Level Positi Quantity  Unit Item # Item Description  CAD System Created by Status Ident #
= [0 oo MOTOR PROCAD  |in progre 201755
g &1 1 1.00 BOM 20020718-200899_ PR casing schulz in progress 200899
S 2 11 1.00 STK 20080718-200900_PR  lower_case schulz in progress 200900
& 2 1.2 1.00 STK 20080718-200901_PR  middle_case schulz in progress 20090
S 2 1.3 1.00 STK 20080718-200902_PR  upper_case schulz in progress 200902
&1 2 1.00 BOM 345 Crank.zhaft PROCAD in progress 20757
&1 3 4.00 BOM 20020718-200904 PR piston schulz in progress 200904
&1 4 4.00 BOM 20080718-200305_PR  piston_rod schulz in progress 200905

If more parts or sub-assemblies have been built into an assembly, this command will
show the atftached parts in a Bill of material.

The view as standard in the browser.
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Sing|e-|eve| Bl” OI: Single level bill of material [
mCﬂ'eriGlS Lewel Position #  Quantity Unit  ltem # Item Description CAD System  Created by Status |dent #
2 &L I 4567 MOTOR D i a]
& 1 1 1.00 BOM  20080718-200899_PR  casing schulz inprogress 200893
& 1 2 1.00 BOM 345 Crank shaft PROCAD  inprogress 201757
& 1 3 4.00 BOM  20080718-200904_PR  piston schulz inprogress 200904
& 1 4 4.00 BOM  200280718-200905_PR  pizton_rod schulz inprogresz 200905

e Only the first level of the structure bill of material is shown.

e The special list functions are available here as well so that the single-level BOM
can be edited.

Quantity Bill of Via this command you can obtain a list which shows which parts in what quantities are
Materials built into a specific assembly.

Quantity BOM =]

Guantit Uit Item # Item Description  CAD System Created by Status Ident

51.00 STE 20080718-200300_P ... lower_case schulz 18.07.2008 in progress 200500

1.00 STE 20080718-200901_P.. middle_case schulz 18.07.2008 in progress 200901

1.00 STE 20080718-200302_P.. upper_case schulz 18.07.2008 in progress 200902

4.00 BOM 20080718-200904_P ... piston schulz 18.07 2008 In progress 200904

4.00 BOM 20080718-200905_P... pistor_rod schulz 18.07.2008 in progress 200905

1.00 BOM 345 Crankshaft FROCAD 121020 in progress 2M757

The special list functions are also available here for the further editing of the quantity

BOM.
Parts usage Parts usage @
Level Position # Quantity  Unit Item Description  CAD System  Created by Status
SRR C ] :
&1 3 1.00 STK 20080718-200833_PR casing schulz in progress 200339
& 2 31 1.00 STk 20080718-200838_PR tdatar schulz in progress 200333
& 2 31 1.00 BOM 4567 MOTOR PROCAD inprogress 201755

This command creates a browser that shows in which assemblies the selected part was
used. If the selected part is an assembly of the highest level the browser will remain
empty.

The specific list functions are also available here for further processing of the part usage
list.
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4.5.2

4.6

Updating lists and forms

By the Hotkey F5 or menu option "View" => "Refresh" contents in lists, forms or
browsers can be updated. Data which are modified or expanded in the meantime will
be updated and shown in the latest state in forms or lists.

Note:

Updating of lists, forms and browsers is not available for all windows. If a window does
not react to the command, a corresponding message is displayed.

The tab "Window"

The PRO.FILE "Window" tab contains
commands that are used to close

individual or inactive or all tabs in the
PRO.FILE user interface.

If the mouse pointer is placed on the
header of a list or form tab, these functions
are also accessible from the context menu
of the right mouse button.

The following functions are available in the

"Window" tab:

e "Show in separate window":

File Start Search Window -
e Cloze Ej
iy %

= -
i _@ Close inactive ]
Open in separate Customize

window 0 Close all cockpit
Current display | Window | Manage

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: "Display 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 "Close all™

Closes all tabs that were opened by the users so that only the PRO.FILE initial

screen will be shown.

o  "Customize cockpit":

As user can customized the information and widgets in the PRO.FILE Cockpit. See

chapter 'Tip: Customize the Cockpit".
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4.6.1

&

Note:

The curre nﬂy a Cﬂve =] PRO.FILE V8 - PROCAD - o
1_0 b IS a |WOyS F Search dit View ERP Integration Edit file Archival processing AR

R R E]J € Close
highlighted: openm e | B Coseinscive
window 0 Close all

Current display

indow

£ Structure 204185 £} Part 204165
B o0 ES Hit count: 1669
[ DoNo. Typeof Docume W LK Preview Stals Project no. Projectde »
=

Display tabs in a separate window

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

A new window will be opened in addition to the PRO.FILE interface in which the selected
tab will be displayed.

By doing so you can also display multiple PRO.FILE list or form views in separate
windows next to one another. This is beneficial for a repeated selection of "Copy" and
"Link" for different data records.

You can "pin" such a window in order to permanently place it in the foreground. Please
refer to chapter "Pin separate windows of tab views to the foreground?" for more
information.

PROFILE V8 - procad - o x

Fil Search Edit = Window ERP Integration Edit file Archival processing A (2
B € Newpart » ﬁ ¥ Edit ) - B
¥ New project ; =" [ Opencopy ©°F =
lew - Edit Lock/Unlock  Display Change Notify = Refresh
document 4] New objects ~ B -]
0.

N status
Edit document Edit file Cr..

Create Manage Current

Hit count: 9576

c Version Doc Status FileN: ~ |

Close non active tabs

15377 @ CAD Model Close all ENG WIP
1537 BE  caDModel .. A
1537 CAD M \ B DocumentiD V L: W D Type Thumbnail Doc Revision Doc Version Doc Status EA

§ 15235 CAD Model = 0 0 ENG WIP !
E B Ve Pr. B Pr_ Fo_Ba_ C_ Ba_ C. D_ R D

o BEYBETL S Y o G CADModel j a 0 ENG WIP ‘
4 []1534  CADModel ENG | 15314 CAD Model -A 0 ENG WIP
o @) 15239 CAD Drawing ENG 15313 CAD Model -A 0 ENG WIP 1

A% _sanon. _snsnnn. e

<] "
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-

Proceed as
follows

&

Bringing the
separate window
back to the

PRO.FILE user
interface

Pin separate
windows of tab
views to the
foreground?

Function call:

"Window" => "Show in own window"

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 "Show in own
window".

3. 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.

Note:

Of course, the list function as described in chapter "Working with lists" is also available
to you in these "separate windows".

In these separate windows, the edit menu can be accessed from the context menu of
the “& 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...
DocumentID V L: W Document Type Thumbnail Doc Revision Doc Version Doc Status

U 15336 CAD Model 0 ENG WIP

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.
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Document Type CAD Model / Doc Status ENG...
DocumentID V L: W Document Type Thumbnail Doc Revision Doc Version Doc Status

[ 15336 CAD Model pl A 0 ENG WIP
oA A

f 15335 CAD Model Ea

ENG WIP

CAD Model ENG WIP

CAD Model ENG WIP

CAD Model ENG WIP

The pin icons have the following meaning:

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

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

4.7 The PROOM tab

PROOM is a solution for the document exchange in technical companies. For PROOM
users, PRO.FILE offers a specific menu for the data exchange between PRO.FILE and
PROOM.

Detailed information can be found in the chapter "Optional: The PROOM Integration in
PRO.FILE".

@ Licenses required for PROOM

In order to use the PROOM integration in PRO.FILE you need a PROOM Enterprise
license.
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4.8 How do | access the PRO.FILE online help?

To support you in your work with PRO.FILE, you can access a help in NetHelp format.

Function call:
‘ The help can can be accessed via the corresponding icon in the top right
corner of PRO.FILE or via the "F1" key.

When ’rhe func’rlon €@ © PROAULEVE- Reexse50. ||
" " - Dates  Besrbeiten Ansicht Favorten Extras 7
PRO.FILE help IS SeleCfed, 3 w0 PROOMde & PROCAD.de &) PROCARE intem i CRM ' Sharepoint-Portal [ Google T M v B - @ v Setev Schehetv Bimsv @
the PRO.FILE help is =
displayed in your web Eyr— 22 50008)
browser. s ok wkt R " PRO.FILE V8 - Release 8.6 Online Help
2&‘%"; o e Welcome to the PRO.FILE 8.6 Online Help
@ Functions of the PRO.FILE CAD
e The left-hand structure byt e ot
Integrations
contains the overview e it -
. Dgsgg;:gﬁm tools - configuring
of all chapters, which amo s vamgenerccosos |||
@ PRO.FILE CAD Integrations —
you can select o cenrt
. .f;";';m of i format glsarstocs Please use table of contents, index or the paging functions in order to receive information, aid and
@ Technical Administration answers to your questions.
(@ Installation Server and Clients
@ Installation of the WIBU-Key for
@ Update Server and Clients
@ Installation Integrations and additional
modules
@ Installation and Administration ERP
s
& < >

e The information for the selected chapter is displayed in the right-hand window.

Within the help window you can use the following functions:

o0 Switching back and forth between help chapters

Contents: Display of the chapter structure

Full-text search  Enter a search string. The entire help is searched for this string. Resulst are
displayed in the left-hand bar.

' Print the currently displayed help chapter
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&

4.9

Note: Help access "locally" or via the internet

The PRO.FILE help is either locally installed on your computer or company network —
or is accessed via internet connection from the server of the company PROCAD. The
second option has the advantage that the help is always up to date.

You can see in the address bar of your web browser whether the help is accessed
locally or via internet. Additional information for administrators can be found in the
manual "Installation and administration PRO.FILE Online Help".

Tip: Quick access to functions via the Quick Access Toolbar

PRO.FILE has a quick access toolbar at the top
left corner of the window.

This toolbar allows for customized quick access
to PRO.FILE functions.

In accordance with Windows standard, you can
deposit the functions most relevant to you in this
toolbar.

The contents of this quick access toolbar are
displayed in dependence of the selected
PRO.FILE objects: Depending on whether a
document, part or project, etc. is selected, the
available icon buttons are displayed or hidden.

o R e
Start Search
E &4 ® |
ek B . ek
Mew Mewr

Mew I
document part project  obj

Create
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5 Searching and finding: selecting data records

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:

o Possibility 1: search with the e m
search form pr——
. . ECH Change s Document Search Ravision/Version Flalds
When searching using the search = \j e
TR [——— —— Do
form, users can individually s — Fe e
configure every single search. | ey -
Inplomeniaion Foject Waming Duie [v] Meibue L | R
Please also refer to chapter o P = . =]
"Searches using the search form" v - =0 a5
‘E“mmm WA Date Commets ol
pproves Supplier List
z::;:m CAD Drawing
e
Dispiay saarch rest 8 @ List ) Form () Documant parts list [ ] Cancal

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 aftached files (of document
descriptions) on the file server.

See chapter "For data and files: the "Full-text [@ f inparts TS in processes
search"". T IR in projects [, in tasks
n

decuments |.—|:E\ in files
Full-text search

e  Possibility 3: the Favorites and subscriptions: H o ’
. . . . . & [F. Currenttasks (96)
Favorites deliver a list of results with one click of the Y —
mouse and are therefore a fast search option. The . ?C;:"‘:dm
. . . N Smartsearc!
favorites are defined by the user according to the user's B AICDesse
o[- . .. . . [B DocT
specific requirements. Subscriptions are used to indicate .
changes to the objects that are found by the favorites. > 8 P
. . - P
See chapter "Saved searches and subscriptions". 4 1 ol
=2 EAI
] Merts
b [ Baseline Compare
b [ Business Process Management
&[] Document Management
> 7 PRO.Sync
B[] Part Management
& [ Projects
4 [ Subscriptions
& 100% (0)
B 5% (0)
£} All Patrs In WIP (100)
bl . h h SmartSearch: Document - Definition of search fields and search criteria
o  Possibility 4: the SmartSearch:
A SmartSearch is a search form that || |+ - [easier EE =l
only features the desired number of o~ Tipe of Document =] | [CoD Do =
fields which drastically reduces | -~ [oewng o ElES |
complexity. A SmartSearch will only | EE s ] | [mBssesions =)
contain those fields that the user ‘
needs for a specific search. |

Please refer to chapter
"SmartSearch".
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5.1

For detailed information on the utilization as well as on the possibilities of search form,
full-text search, Favorites and SmartSearch please refer to the following chapters.

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 through the "Search" menu.

PRO.FILE V& - PROCAD

Search

Start
#. ?& Processes JO ¢Y Filter parts search - '.[a. in parts ;'[g. in processes [@, Current tasks
B X i 2%
in

[, Tasks fE in projects [E in tasks Role assignments
Documents  Parts  Projects = Change Et i p : 2 E <
search documents [, infiles
Search objects | Options | Full-text search | More

This menu offers various options for a detailed search and access to PRO.FILE objects to
be displayed.

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

Note:
The selection possibilities for documents are controlled and protected by the user
access authorities.

When a document, part, project or transmittal finds itself in a condition in which it may
not be shown due to the users function access authority, it would also not be visible in
the selection function

Function call:

"Search' => Group "Search Objects' =>

Plesse secily e search crens kx Se document )
]
4 Change Management el
o ol Document Search Revision/Version Fields
ECM Change Rosuest Doc Type Doc Revisscn ]
ECMPrtlemReget |8 C2D Drawin; I \ Dsc Yeehich
oo Craetin I onumat 0
Impact fesdysa File Extersice v
4 Document Contrel Dte Bl —
Clent Commerts D30 Clunged On (v} DocChanged By =]
Demo Dats Doc Created On [v] DocCreaedBy =)
imglementation Project \iarwing Oute: (v]  AertDus O]
0CH
i Additional Fields
Frocess Design 2
7 Uipatngel =
= Pascusce =
Vendor Procedures e
A Kegvomey, WA Date Comments ]
fyee & Marsdachurer L o
Agoroved Supplier List
BOM irctave CAD Drawing
BOM Comgarison Tée
[c20 Dcowies Oramingio
CAD Dewwing (NOF) PRR
CAO Lot
{ERvEEE B
Dispiay search resut o5 ®) List O Foem () Documentparts list Search Gocd |
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This input form and the resulting procedures are different for the search for parts and
documents. Detailed information can be found in the sub-chapters "Search for specific
types of documents" and "Search for specific part characteristics"

An input form is Document search o
F he search for the d .
displayed (search [
form), in which you  |[4 us s O,
Allgemein
can entert he Frosste Doomerttio | TypctDoounen |
ii el Ext __[ Status
search criteria. I
. Vorlage created from l:||:| changed from |:||:| Document changed |:|[
Dependlng on fhe 4 Kaufm. Dokumente createdon changed on Documentchanged | |
1 1 Angebot |
configuration, you e M| e T e | ‘[
can also use Beselung
) A Lieferschein
selection functions Fectnurg
Vertrag
and reference lists. ||+ recmpoumns
Anderungsantrag
Display search resultas: @ List O Form () Document-parts list __Cam)e\ < Back Next > __Searc:h

Search results in list or form display:

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: ||Jst v| [] also search in versions
—Furrn ——

Document-parts list

There is also the option Documents-parts list:

This search function enables the selection of documents that are used with part
characteristics in the selection screen of documents and CAD data.

Using this function allows you to use information from the part master records for
the selection of data as well as those of the document master record.

This simplifies relocating documents and CAD drawings that you know belong to
specific parts. If, for example, in the selection screen for documents the
characteristic "Part number" is used, the results list will contain a list of the search
criteria that refer to a specific part that is in the document. More information is
available to you in chapter

"Usage of part characteristics in the selection mask of documents and CAD-data".

Search in versions?

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).

Specific search options for categories

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.
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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.

o  Purge field: Removes the current setting from the field.
5. Do you want to combine the search fields with a full-text search?

. Via the button <Next> you can combine your search form with a full-text
search. The input for the full-text search is connected tot he input for the search

form by an "AND"-connection. For more information see "For data and files: the
"Full-text search™".

Document search - o

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

Search in the meta data | ‘

Searchin all files on [l |
Resutset

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

Display search resultas: @) List (O Form () Document-parts list Cancel

B | e

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.

@ 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 "Note: Optimize your
search by using wildcards".

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

Successful search

5.1.1

Please refer to the following subchapters:

e Search for specific types of documents

e Search for specific part characteristics

If no data record matches the search, the following information dialog box will be
displayed:

PRO.FILE V8

@ No hits found
|

Then a new selection form is displayed and new search criteria can be typed in.

If a data record matches the search pattern,

e the search resalts are displayed in list form or

e the first of the found data records found is displayed in an output form.

The icon i causes PRO.FLE to switch between form display and list display.

Very general search criteria lead to the output of data records. The list commands make
it quick and easy to reduce this output.

Here the work can be done in various stages i.e. a list can be shortened, narrowing
down the listed data records through more specific search criteria.

By clicking on the icon %', the selection form is displayed showing the previously
entered search criteria. Additional criteria can be specified. (= Search repeat with
search pattern retained / expanded.)

When calling up this function, the previous search values are taken on in the new search
field, they can then be either accepted as they are, or edited, shortened or lengthened.

Search for specific types of documents

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

This facilitates the selection of the document types.
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&

Note:

A document description in PRO.FILE always consists of two parts: the fixed document
description and the variable document description. The fixed document description is
identical for all documents in the database. 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. 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".

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 =ja} x
Plesne specd e sesrch crtens ke e Socument @
4 CargeMaragement =
ECM Change Onder Document Search
ECM Change Feauest Doc Type
ECMPtionRasen  |n
Engireering Change hoa & Change Maragement
sroacteatyie s
4 Document Coral ids
Chont Commants Do Charged On Agproved Suopher List
e
Dero Dsta Doc Crested On ————
2 CAD Drawing (NCE)
Additional Fields | CAO Layout
#C0 Doe
Fracess Design Ovounse Cossomer Fest Piece proval
RE Resource ECAD Modet
sl Engiresring Shop Flequest
Verdor Procedires it Gerter <
| Irsgecton Schedde
4 Ergineecing WA Do - Plassa specdy e search criteria for the document. —li
Fgroved Marctachzes L i | [ -
Zpgroved Supcher Lt OrcadFile
AL Fauest e Ergraenrs g e
FekS Form :
BOM Comparincn Setch ECM Change Pacuest Document Search Revision/Version Flelds
CAD Depwing Schunre ECM Problem Report - Doc Type Dsc Revisicn [v]
md [ s ot Er— R oo
CAD Layout | Generd Impact Aaiysia (V] Document 0
. T " |® Manvtactning 4 Cortred o~
K3 S " |+ Semmees o
e Chet Commerts | Oatefields &l
Daglay sench rescton. @ Lt O Ferm O Documersparn & Sules. Oemo Data Doc Changed Oe (V] DocChasgecty =
BR bl Hl  imclemenaton Project Doc Cronted On (V] OuCremedBy (=0 e
ocu Warring Date: (v) MeaDme vl
PCODoc
s P Additional Fields
Vendur Owg Scommy [
ersur Procesaes Resowrce =
4 Exgreniog Doe Suta v
Zoroved Mamdsctrer L
Zoproved Sipgber Ust A Date Comments
EOM fuchive
iandmes CAD Model
:&mw b
Orawing (NOF)
€20 Layout e
Camomen Fient Ponc e~
K3 e e
i 8 o Orom O e
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Searches using the search form

5.1.2

Search for specific part characteristics

If the search for parts is opened using the function "Selection" => "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 key characteristics list.

If a characteristic is selected the search form will automatically feature the
corresponding search fields:

2] Part search

4 electronics
cable

luster terminal
plug
switch
4 machine element
> nut
plate
b screw
B spring
P washer
4 product
B cover
excavator

4| m »

Display search result as: @) List

-

m

© Form

Please specify the search criteria for the part.

Search part
Item &
Item Description

Classification
Material

Unit v

Usage

=

Material No.

Part type

L&

Ani Please specify the search criteria for the part.

4 electronics
cable

luster terminal
plug

switch

Il 4 machine element

& ot

b screw

4 sping
coil spng
leg spring
radial spring

4 product
B cover

Missing translation: Rotor
Missing transiation: Suft
Missing translation: Welle

v

Display searchresultas: @ List

Search part
femz
Item Description

Classification
Material
Unit

Annctation
Status

Created by
Creation Date

Machine element

Product group

Speing
Type of spring
Vifire diameter
Outer winding diameter
Inner winding diameter

machine element

spring

tansion spring

“

"

=

=
=

Material No
Parttype [+]

Streched length
Slope

MEX. 5peing power
Speing constant

# of wandings

[ Sewen J[ Comcd ]
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5.1.3

Narrow down a search result

When the search via the search form is completed you will receive the data records that
correspond fo the search criteria, either in a list view or in a form view.

In order to further narrow down these results and to fine-tune the
search with additional criteria you can now use the "Change search" B
function:

Change |
cearch

Function call::

Tab "Search" => "Change search"

”

Change |

e  Clicking this == icon will reopen the selection made for the active window. This
search mask will then already include the previous search criteria. 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 search criteria will now be used for the data
records that are already displayed in the active window.

The selection in the active tab thus does not refer to the entire contents of the database
but only to the contents of the active tab. You can find no new data records by
expanding the criteria. It is only possible to further narrow down those you have already
found.

Narrow down the search for parts using the selection filter

{1_ -

The function ¥ Titerpanssearch oo |ocated in the "Options" in the "Search" menu
enables the pre-settings that are to be permanently used for a search, with additional
search criteria, to be set. This can be of great advantage when searching for parts with

specific CAD documents.

Function call:

"Search" => "Options" = > "Filter parts search"

After the function has been called up, a selection screen appears, in which you can set
all of the required selection filters.
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-
Additional selection for part

Use selection filter

[1] Only parts without documents
[ Only parts with documents
[ Only Assemblys

Only parts with documents of the integrationtypes

[] If multiselect for all entrys

[[] EUCLID3 [C] CADRA [C] Unigraphics [ Pra
"] PRO.CADZD [C] VARCAD (] Inventor ] Ca
[] creo elementsipro [ SolidEdge [] CATIA [ Ver
[] Creo Parametric  [] CATIA V4 [] Cocreate Modeling [ Zuh
[[] Pro/ENGINEER [ CoCreate Drafting [ TopSolid [ Ot
[C] AUTOCAD [ creo elements/direct [ ] AuteCAD Plant3D [ Pag
-] PRO"RIFF [ Solidworks 7] E-PLAN [ Inc
[C] MEDUSA [7] Mechanical Desktop[~] Mentor [FEC
] I-DEAS [ Object-D [F] ELCAD [Pz
[] MicroStation [F] MesCAD [] Ruplan [ Pra

B T ] 3

= =

To do this you will find a list of different search criteria that can be activated by checking
the respective checkbox. The checkboxes are activated with the mouse pointer.

The following criteria are available through the selection filter:

e  Only parts without documents:
This search will only find those parts that have no links to any documents.

e  Only parts with documents:
This search will only find those parts that have at least one link to a document.

e Only Assemblies:
This search will only find those parts that are part of an assembly and therefore
have links to other parts.

e Only parts with documents of the integration types:
If the filter setting "Only parts with documents" is activated then you can use this
area to additionally select which documents of which integration should be taken
into account. The desired integration types are activated by checking the respective
checkbox.

If multiple integration types were selected then the parts will have to be connected to all
of the selected document types in order to be found by the search. Example: If the
integration types "AutoCAD" and "MS Word" were selected the search will only find parts
that are linked to the document master data of an AutoCAD document as well as to the
document master data of a Word file.

Note:

; (This option can only be selected if the selection "Only parts with documents" was
activated beforehand).
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5.1.5

5.2

Using this screen, it is possible through the application of "Use selection filter”, to
determine whether the set search filter is to be used during the next selection of
PRO.FILE objects or not.

e Ifthe selection field is set to "Yes', the selection filter will be considered by every
new search that is carried out. Therefore, only data records that fulfil the selection
filter criteria will be found.

o [f the selection field is set to "No", the selection filter criteria will not be considered
during a search.

Usage of part characteristics in the selection mask of documents and CAD-data

With "Search" -> "Documents-parts list" you can use the characteristics of the part data
in addition to the document data characteristics.

The finding of documents an CAD-documents relating to relevant parts is easier. For
example, if you use the characteristic "Part number" in the selection mask, the results list
of the search will only contain documents relating to the relevant part.

For data and files: the "Full-text search"

Via the function "Full-text search in ...", it is possible to search the part and document
descriptions

The full-text search allows users to search for keywords or strings that can be found
either in the document or part description or even in the attached files on the file server.

Note:

The full-text search must be configured in the PRO.FILE Management Console,
otherwise, an error message is displayed.

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

e from the PRO.FILE Cockpi’r: FULL TEXT SEARCH
Please refer to chapter "Start the full-text ‘ I, ~
search from the PRO.FILE Cockpit".
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5.2.1

‘ >

Full-text search in
parts, projects,
processes, tasks
and transmittals:

e and from the "Search" tab in the E“@ EEEE eSS
PRO.FILE ribbon bar: e
Here the user is given separate access
to the full-text search for parts and for
documents; the search for documents
comprises further settings in order to
include the atftached file. For a detailed
description please refer to chapter "Start
the full-text search from the "Search"
tab".

documents |_—[:‘1 in files ﬁ in Transmittals
Full-text search

Start the full-text search from the "Search" tab

The full-text search in the PRO.FILE "Selection" menu gives users an additional search
mask in which the conditions for the text search can be determined. The search mask for
the search for documents differs from that for the search for parts.

Function call:

"'Selection" = > "Full-text search in documents"
'Selection" = > "Full-text search in ..."

After calling this function the following entry window will appear:

Enter the desired search text. You Fulltext search Parts —
can use letters, numbers, characters Enter text o search | M6 |
and links. | ok [ Conesl |

Please also refer to chapter "Tips on using the search function "full-text search™.

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.
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Full-text search in
documents

Full-text search in
document lists

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

Fulltext search Documents b
by
Search in the meta dats Screw
Search in all files on checked
Resultset

@ Show only documents match all search conditions
{©) Show documents match one search condition

! [ox J[ concel |

% — ——— =

The search text can contain letters, numbers, characters and links (also explained in
chapter: "Tips on using the search function "full-text search"). This search window offers
different fields, one for the search in the document description and one for the search in
the file that is attached to the document description:

e Search in the meta data: 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.

The third setting lets you determine how the two search terms are to be used:

e Result 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 meta data 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 pressing <OK>.

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

Via the function "Full-text search in Document list", a search via all files of documents in
the current document list is started.
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After calling this function the input mask for your search term is displayed:

PRO.FILE V&

Search ||

ok J[ concel ]

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

Full-text search in  After calling this function the input mask for your search term is displayed:
files

Fulltext search Documenits

Search in all files on

[oc J[ Cancel |

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

, Settings:

‘ For the full-text search in metadata, the tables DOKSTAMM, DOKVAR, DOKVART,
DOKVAR2, MLFIELD and DOKTYP are scanned. The full-text catalogue must be filled
with these tables.
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522

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 inferface.

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 search function "full-text search™.

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

FULL TEXT SEARCH
[ B -

|__|:3_ Document
"fa_ Part

ﬁ_ Project

;'[8_ Process

Efé_ Task

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

iﬁ:‘- 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 (meta data) 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 attached
file.

_ S
o = Projects, EN processes, I tasks, iR transmittals:
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.

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.
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52.3 Tips on using the search function "full-text search"

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.

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

a word or word field. The word can also be entered inquotation marks. If you are searching for a

order: 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:

OR

AND

NOT
Examples: Example 1: Mountain OR Hill

Either mountain or hill must be present in the searched data.

Example 2: Mountain AND Hill

In this search, both mountain and hill must be present. When searching metadata,
mountain and hill must be present in a field.

Example 3: 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.

Example 4: "John Smith" OR Hill

In this search, the word order "John Smith" or hill must be present.
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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.

Attention:

In a full text search in the metadata, the command AND means that both terms must
be present in a field. It is not possible to carry out a search in which the "AND" relates
to several fields.

Working with In contrast to the other PRO.FILE selection functions, when applying the selection

IES1

Wildcards/variab  function "Full text search in." as a Wildcard/Variable character, only the character ™" is
le characters: allowed.

" Stands for "random".
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Note: Optimize your search by using wildcards

5.3

Note: Optimize your search by using wildcards

For entering criteria the following wildcards are possible:

E

FEHUVAYEEE

[0
-
*

replaces several symbols

replaces one symbol

smaller than

greater than

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

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*[*]*

Additional information on wildcards:

By entering

at the start of a search text, makes the search carry out a search, and

show all results except those containing the text that follows the exclamation mark.
(E.g. by entering "IText1" all descriptions will be shown except those containing

"Text1").

The entering of "| |" into the search text, separates two phrases, and presents them

as an OR-link, (e.g. the entry "Text1 | | Text2", shows all entries containing "Text1" or

"Text2").

e ltis also possible to search using the date function. See also the chapter "Search

using relative dates".
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5.4

Search using relative dates

When searching for PRO.FILE-objects, different date functions can also be set. In this
way, it is possible to enter a sure date, a relative date, or a date range.

In the date fields, using the button [=] , it is possible to call up the date selection
function, the following entries are included:

Yesterday (#-1) created on | [=]
no date
Today # today
yesterday
i
Tomorrow (#+1) oo
this month
This week (#w) this year
last week
This month (#m) ::::;[:;T“
tweek
This year (#y) next morth
nqtymr
Last week (#w-1) z::;::::a‘:rd“
il
Last month (#m-1) :."J;;T;"{;?;v
s!noetoday
Last year (#y_] ) since tomorrow

Next week (#w+1)

Next month (#m+1)

Next year (#y+1)

Until yesterday <=(#-1)
Until today <=#

Until tomorrow <=(#+1)
Since yesterday >=(#-1)
Since today >=#

Since tomorrow <=(#+1)

The user can also set the possible date entries. The following possibilities are available
for this:

e Search for a point in time with a simple date expression

e Search for a point in time using relative date expressions

e Search for a period in time by entering a relative date range

e Search using a period of time by linking fixed and relative date expressions

e Search using date comparison expressions

Warning:

When applying the date functions, no difference is made between work days and
public holidays.
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Note:

i It is also assumed that the operating system showed no problems with the year 2000.

The projects parts and documents that have been searched for must have values that
are after 31.12.1899 in the date fields.

Search for a point A simple date expression can be entered in the following way:
in time with a
simple date # Today

expression
#d Today

'Date" Exact date, e.g. 29.05.2003

Example:

u If the date criteria #d, is entered in the field "Reminder" of the favorite, the object with
the date that matches exactly that of the date entry in the field "Reminder" of the
favorite will be shown.

In brief: If | call up the favorite on 12.4.2003, all objects with the reminder date
12.4.2003 will be displayed. If | call up the favorite two days later, we would write
14.4.2003 and the favorite would display all the objects with the reminder date
14.4.2003.

The same applies of course for e.g. Changes- and new created dates.

Search for a point  When searching with relative date expression, you can enfer a point in time that is
in time using related to a certain period of time from today’s date.

relative date

. The search with relative date expressions, are based therefore on relative time entries
expressions

"Today".

"Today" is entered as "#", "#d".

In addition to this relative date, the period of time is then added, or taken away.
The terms "d" for day, "w" for week, "m" for month, and "y" for year are used for this.
The way to write it is as follows ("|" is to be read as "or"):

(# 4 |-number d|w|m|y) or

(#d +|-number d|w|m]|y)
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Example:
n #, #d Today
(#+5d) Five days from today

(#+1m) A month from today
(#-1y) A year ago today

Search for a When searching for a PRO.FILE-object, a relative date range can also be entered, which
period in time by ~ can provide information for a period of time in relation to today. The following terms
entering a relative  are available for the entry of a relative date range:

f
date range e #dToday

o  #w This week
e  #m This month

e  #y This year

Note:
; The date range is always calculated in the given period of time from 0:00 to 23:59.

These expressions can also be adapted. This can be done by using ("|" is to be read as
"or'):
o (#d +|-number)
#w + | -number)
#d + | -number)

#d + | -number)

(
(
(
(

"+ |" Number always represents the amount of time in the future or past in which the
search should be carried out.

n #y-5) In the year 5 years ago

(#m-1) Last month
(#d+1) During tomorrow
Search using a When searching for PRO.FILE-objects, many possibilities are available to link sure date

period of time by ~ entries and relative date entries, to carry out a search in a specific period of time.
linking fixed and

relative date

expressions
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T

Search using date
comparison
expressions

Examples for
searches with
date entries

The following links are possible (*|" is to be read as "or"):

e  Entering the period of time using a sure date entry:

e '"Date" —"Date", e.g. 21.6.2002-5.4.2004

e  Entering the period of time using a sure- and a relative date entry:

e 'Date" — (# +|-Numberd|w|mly)
e.g. 01.01.2003—(#-1d): From 1.1.2003 to yesterday.

e (# +|-Numberd|w|m|y) — "Date"
e.g. (#-1m)-31.12.2003: From a month ago today to 31.12.2003

e  Entering the period of time using two relative time ranges:

o (# +|-Numberd|w|m|y)- (# +|-Numberd|w|m|y)
e.g. (#-1y)-(#-1d): A year ago today to yesterday.

Note:

The search over a period of time is only possible using the link of relative entries, not
using the relative entries of a time range.

When searching for objects, it is also possible to apply a simple comparison operation.
The following possibilities can be used for this:

> After

< Before

>= Then or after

< = Then or before

Example:

< 1.11.2003 search all objects that were created before 1.11.2003.
< #d All objects that were created before today.

>=#w All objects that were created after this week.

The following examples help to explain the concept of the date search in PRO.FILE:

# Search all objects that were created today.
<(#-1) Search all objects that were created up until the day before
yesterday.
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#w Search all objects that were created this week.

(#m-1) Search all objects that were created last month.

1.1.03-(#-1) Search all objects that were created between the 1.1.2003 and
yesterday.

<1.11.02 Search all objects that were created before the start of the
1.11.2002.

(#+1d)- Search from tomorrow to a month from today.

(#+1m)

Example only for the new creation, or the editing of master records:

(#+2) Carry as reminder for the day after tomorrow.
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6 Functions of the favorites bar

Via the favorites bar at the left-hand side of the PRO.FILE -

4 O} SmartSearch

Windows Client GUI, you get access to various advanced ) Al CAD Models
search and quick access functions. B Doc Tyses

4 ¢ Favorites —
These are described in the following sub-chapters: > (7] Pubic saved searches
4 2 procad
4[] Saved Searches
b ElA
. . B[] Alers
e Saved searches and subscriptions b b Compare

B[] Business Process Management
e Working with folders > £ Document Mansgement

[ My documents

& ] PRO.Sync

B [ Part Management

B [ Projects

4[] Subscriptions

B 100% ()
B 95% (1)
£3 All Parts In\WIP (103)
[E] InBox - New RFQs From ERF (0)
[F) demo (0)

Folders

B Projects

e  SmartSearch: Create your own form

<

The display of the  The favorites bar in the PRO.FILE user interface is by default displayed using the "Auto
favorites bar. Hide" feature. This means that the favorites bar will always hide automatically when it is
not needed in order to leave more room for the PRO.FILE user interface.

1. Inorderto

dlSplCly fhe Search Edit View Window ERP Integration Edit file Are]
. U5 Edit ¢
favorites bar E?} {!} ﬂ;': E@ / B El B O- E :py )
te
simply click the New New Bk Lock/Uniock | Dispiayt T CBA0.<2PY. | O Crota i
" . i document part project objects' I'_‘\'i Copy sear
Fovorn‘es ]LClb on Create | Edit document | Edit file | Create

the left hand side
of the PRO.FILE
user interface:

Search Edit View Window ERP Integration Edit f

%%E@/ﬁ B b= S

1 Opencopy 28

New MNew  New Edit Lock/Unlock | Display
. _§ document part project obJects = &
= The ||ST O]( & Create Edit document | Edit file
favorites will now e Documents £3 Structure 13984
be shown. It will 1k @ Curr
remain open Unﬂl [@ Upco Start Search Edit View Window
the mouse pointer D ‘ E;
p - e {Z} i&‘é DE' / ﬁ
leaves the 4 'y, Sma Edit Lock/Unlock | Displ
favorites bar. It "““’“‘”‘ P“" P'q“‘ °"J“‘"
” h : Create | Edit document
wi then . ) N : H Documents £} Struct
disappear again. 4 5¢ Favorit 4 [0 Tasks (%)
L B 2 0
B [l Current tasks (96) T

[% Upcomingtasks ~ Document Type
[% Completed tasks ~ [-AD Model

R CAD Model
4 O SmartSearch
[B) AllCAD Models [0 Model

Dot I
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6.1

You can also choose to lock the favorites bar for continuous viewing by clicking
the 4 icon in the right upper comer of the favorites bar:

The favorites bar will now remain visible for your convenience.

If you have locked the favorites bar, the auto hide feature can be reactivated by
clicking the & icon.

SmartSearch: Create your own form

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 saved
searches and of those delivered by the > 7 | BocCrmedn L] [ o
search form. * - [ Document Type [v]  [coomose o
+ - | Tite [+]
o [oecoma ol o
[v]

PR®N SoriSearch

Project
Process

Task

Using SmartSearch you can define your own search form:

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 SmartSearch can include predefined search fields with preset search parameters
(like the favorites) 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.

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.
Each user can define any number of SmartSearches.

The SmartSearch can be used for parts, documents, projects, processes and tasks.

For details see the following sub-chapters:

Access an existing SmartSearch

Create a new SmartSearch

Transform a completed standard search into a SmartSearch
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e  Permanently change an existing SmartSearch

e Delete a SmartSearch?

e Rename a SmartSearch

6.1.1 Access an existing SmartSearch
Because the SmartSearches are somewhat related to m
the saved searches, they were positioned in the same Search
area on the left hand side of the PRO.FILE interface. : T Processes
B &R

[, Tasks

They are displayed as an independent branch above s T e

the favorites:
Search objects

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").

4 [0 Tasks (31)
[fﬂ} Current tasks (31)
[IP'(B Upcoming tasks
[l%, Completed tasks

4 C‘\ SmartSearch

D Search for project documents
) Sechskantschréuben

The stored SmartSearch will now be displayed as shown in the example below:

rSmaﬂSear'ch: Document - Definition of search fields and search criteria
AT - o Docunc] [=] | [cAD-Dokument =
0 &
P roicci o] =R =
+ - ‘Prejeddesu Iz” |\ C]l
ks

Because a SmartSearch is usually comprised of only a few fields, these are simply
arranged one below the other. The fields for a key characteristics list for parts or for
variable document characteristics for documents are indented according to their
structural depth.

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.

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".

So if you want to narrow down your search, simply use the field on the right to specify
your search criteria according fo the field name on the left. If available, you can also

select values from the drop down menu EI
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&

Add more fields
after accessing a
SmartSearch

Proceed as
follows

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.

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.

If the search is repeated by clicking the "Change search” icon, the previous SmartSearch
will reappear:

»

Change
search

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.

These added fields are used only temporarily for the current search. Once the
SmartSearch is accessed again it will be displayed as stored — without the added fields.

] . Access fhe desired | SmartSearch: Document - Definition of search fields and search criteria
SmartSearch from the list by LAILTsps of Documert (=] (=]
double-clicking it. _\_}____/j'm’"""' (=] =)

+ - Description E| =]

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

i 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 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.

e Anempty field will appear. You can now use the drop down menu = to select an
appropriate field from the list and name the new field. All fields that are available in
the standard PRO.FILE search mask are also available for selection.

rchmgelhewmsnuh Search for project documents

.- [x] | | cAD-Dokument (=]
(=]
A Froiccino ) [«] =
. - @ &
| changed from
changed on

created on

Document changad from

Document changed on

Document kind classification number
Document No.

Ext

Main- and Subclasses
Mainclass

Project descr.

| Status

Subelass

s

Type of document

e Once you have selected a search field, the new entry field will appear. You can
now enter the corresponding search criteria:

[ Change the smart search: Search for project documents
- o Do) [z] | cADDokument =

0 ¢
- =m Bl | o]
+ - | Project descr. [=]  Excavatori T =]

e 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.

e The documents or parts found with these criteria will be displayed in a list view in
the PRO.FILE user interface.
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Note:

i Fields that are not configured within the standard search form cannot be included in a
SmartSearch.
In order to remove fields that are no longer required, simply click the '~ icon of the

field you want to delete.

If there are any structure-relevant subentries to this field these will have to be deleted
first.

6.1.2 Create a new SmartSearch

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

258
o, Processes
B £ W
. rfo'L Tasks
Documents  Parts  Projects

Search objects

4 [0 Tasks(31)
[l'i‘]> Current tasks (31)
[I% Upcoming tasks
[13@.' Completed tasks

Pl C\ SmartSearch

[F) Search for pro
{2 Sechskantschi

Document k

4 ¢ Favorites
t [ ] Public folders
= & PROCAD
> O Schaefer

If you want to define a new SmartSearch that will remain available to you, please

mark the list item SmartSearch that can be found above the list of favorites. Then

use the context menu of the right mouse button to access the functions "New" =>
"Part', 'Document’, "Project', "Process" or 'Task".

You have to decide whether you want to create a SmartSearch for documents,
parts, projects, processes or tasks. Naturally, there are different selection fields for
the different object types.

= A window will appear in which you can define the fields and field values that are to
be used.
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SmartSearch: Document - Definition of search fields and search criteria

+ - E}
changed from

changed on

created from

created on

Document changed from

Deocument changed on

Document kind classification number

Document No.

Ext

Main- and Subclasses

Mainclass

Project descr.

Project no.

Status

Subclass

Tecnical area

t Type of document fl

Type of Document

L

J

Use the drop down menu E to select the first field you want to include in the
SmartSearch.

After you have selected an entry from the list, the field name will be displayed and
another field will appear next to it info which you can enter the field values.

-

i SmartSearch: Part - Definition of search fields and search criteria

+ - | Classfication lz‘ | %

If any selections are defined for this field these are available through the =l icon for
the entry of the field value. (Please also refer to the following subchapter "Field
types available for the creation of a SmartSearch").

Additional fields on the same level: By clicking the ** icon you can add additional
fields on the same level. They are then determined the same way with field name
and entry field for the field value.
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i SmartSearch: Part - Definition of search fields and search criteria )
% - |C]assiﬁcation lzu | lzu
ad [=]

Ll l

I

H

i

|

H

Additional fields on structured levels: If a field value is entered within a structure-
relevant field (item class or document type), another structure level is automatically
created in which the fields of the related structure level are displayed. In order for
you to be able to select fields on every structure level, at least one field (even an

empty field) has to be displayed:

f SmartSearch: Part - Definition of search fields and search criteria A
+ - | Classification lz“ | machine element lz“
i o |F‘rcd|.|ct group lz“ | spring lz“
+ - |Type of spring lz“ | leg spring lz“
| + - |
i
i
i
i
H

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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&

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 icon was selected.

If the * icon of an indented field is selected, an additional indented field will appear,
if available.

+

In order to obtain an additional, non-indented field, simply click the * icon of a

preceding field on the first level.

5. In order to further facilitate the execution of a SmartSearch, the defined entry fields
can be preset with field values or left empty.

+ - | Classification v ||

+ - | Part Staus [v] |PatNew (RFQ)

ks

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.

7. Another entry mask will appear in which you have to specify a name for this
SmartSearch. You can also add a description of the SmartSearch:

rSmartSearch: Part - Definition of name an description

Name Hex head screws|

Description
Predefined search for hex head screws by pre-filled item clazs lists.

| ok [ caem ]|

Name and description are also stored after pressing the <OK> button.
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= The respective SmartSearch will then be available to you in the upper corner of the
PRO.FILE info bar:

Search

L=l
C, Proces:
= 4‘ %
D,‘ S SN
[, Tasks

Documents Parts Projects

Search objects

4 [0 Tasks(31)
[E'.L Current tasks (31)
[I?'@ Upcoming tasks
[@ Completed tasks

4 C'\ SmartSearch
a- Hex head screws
[C] Pflichtenhefte nacl
D Search for project documents

Projekten

A SmartSearch can now be accessed by double-clicking the desired SmartSearch entry
in the list.

Note:

Please keep in mind that a SmartSearch can be freely adjusted or modified upon
accessing it. These changes, however, will only be temporary as described in chapter
"Add more fields after accessing a SmartSearch" and will not be available to you when
the SmartSearch is used again. To permanently change a SmartSearch please follow
the instructions in chapter: "Permanently change an existing SmartSearch'.

Field types available for the creation of a SmartSearch

The SmartSearch lets you use the fundamental fields that are also available for the
PRO.FILE standard search.

e Fields with entries of item classes / document characteristics:
Fields for an item class or for variable document characteristics are indented due to
their structural depth.

e Required fields:
If any required fields are defined in the search, they will automatically be included
when defining a SmartSearch. However, it will be rather unusual to define required
fields for search form.

e  Fields with expanding entries:
If a field is used when defining a SmartSearch that fills in additional fields through a
reference list, then these fields will be automatically added to the SmartSearch.

e  Fields with selection functions:
The same selection functions as in the search form are available in the
SmartSearch.
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&

Proceed as
follows

Note:

Fields that are not configured in the standard search form cannot be used for a
SmartSearch. Only those fields are available that were set up for the standard search
form by the administrator.

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. Access a search
using the
PRO.FILE
"Selection" menu
and enter the
desired search
criteria. (Please
refer to chapter
'Searches using
the search form"
for more
information).

The results
will be
displayed in a
tab within the
PRO.FILE user
interface.
Within this list
of results,
now select the
function
"Copy search
criterion" from
the "Moditfy"
menu or from
the context
menu of the
right mouse
button:

4 Mansgement =
CM;,C Doc t Search Revision/Version Fields
ECM Chunge Flaget - Doc Type Doz Revision [+]
ECM Froblem Flepert | & CAD Model v \ Doz Version
Enginsering Change ot Iv] Document 1D
Imgact Analysis b d File E =]
4 Documert Cortrod Date Flalds
Clioet Commerts Dae Chasged On [v] Do Chasgediy [=]
Deme Data Doc Created On [v| DocCressdly [=] | ERPFields
- i (o] Hetvoe &) |EFe
1ocH Dataset [v]
. Additional Fields — . o
Prozess Desagn — EI Dt v
Wendor Dwg
Veadkr B Doc Ststus 190 ENG WP (vl Drawiog Type [v]
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£} Sechskantschrauben 1 107123 CAD-Dokument | [ Duplicate
4 ¢ Favorites New version/revision
P [ Public folders ‘ . Delete
a0
= FROCAD ER. Bro. Ver Pre. Dis. Fab. PriLil COPY
> [ Folders -
> (] e °7 Createlink
> O Schacfer
Status [na  eoir
File edit
Project classification |:
Transmittal
Locked E Export document.
External copy
Take vt doeument —]
& Lock/unlock

created from -

PROCAD
PROCAD
PROCAD
PROCAD 03/07/2014
PROCAD 010772014

S

art.. List. Wh. Stat. Doc. Doc. We. Stat
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SmartSearch: Create your own form

3. The third step is the creation of a
new SmartSearch: mark the list entry
"SmartSearch" in the PRO.FILE info
bar and use the context menu of the
right mouse button to select the
command "New" => "Part",
"'Document"’, "Project’, "Process" or
"Task". The stored search fields will
now be automatically displayed in
the SmartSearch:

Note:

SmartSearch: Document - Definition of search fields and search criteria
- | Document Type IE‘ CAD Model v]
* - | Doc Status [v] | ENGwWIP [v]
[v]

The object type of the SmartSearch that is to be created has to correspond to the
object type of the stored search: if criteria for the search for documents were stored a
SmartSearch for documents will be automatically created. 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.

O

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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6.14

Permanently change an existing SmartSearch

As already mentioned, there are two possibilities to change a SmartSearch.

e  You can always apply temporary changes to a SmartSearch after accessing it by
adjusting fields and preset values or by adding new fields. These changes will,
however, only apply to the search at hand. They will not be stored in the
SmartSearch and will not be available to you the next time you access this
SmartSearch.

e  Permanent changes to fields, preset values, and additional options within the
SmartSearch will be stored within the SmartSearch and will be available to you
every time you access this SmartSearch again.

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

1. Mark the SmartSearch whose search criteria 4 €4 SmartSearch

you wish to change in the list of @] 1 CAD Hosels I

Displ
SmartSearches. [) DocTy isplay
4 % Faroites New 3
N by avon
2. Use the context menu of the right mouse ‘: e I wodty »]  Rename
|| Fublic

button to select the command ”ModiFy” => -
"Modify" e e

4 [ Folders lete

rchmgelhewmsnuhe Search for project documents

= The current definition of the

SmartSearch will be displayed: 0 © (2] | [caoohumen (=]

3. You can now apply the desired = . .
changes to the SmartSearch. Please

Project descr [=] | Eecavaterd 1 =]

also refer to chapter "Create a new
SmartSearch".

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.

Delete a SmartSearch?

SmartSearches that are no longer required can be deleted from the list.

Attention:

The deletion of a SmartSearch is irreversible. Recovery is not possible!
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Proceed as 1. Mark the SmartSearch that you want to delete in the list within the info bar.

follows 2. Select the command "Modify" => 'Delete" from the context menu of the right

mouse button:

4 l\ SmartSearch

] 1 10 voic S

[B) Doc Types Display
E New »
4 ¢ Favorites -
b 1 Public fo ‘ Medify l'l Rename
4 2 procad Modify

4 [ Folders

3. IF you really want to irretrievably delete the selected SmartSearch confirm the
selection with "Yes'":

-
PROVFILE W8 — i
@ Should the smart search be deleted ?

[oves JELDRS EII

= The selected SmartSearch will be irreversibly deleted from the PRO.FILE database.

Please refer to chapter: "Create a new SmartSearch' for more information on the
creation of SmartSearches.

PRO.FILE Release 8.7
June 2017 Page 127 of 241



Operation PRO.FILE advanced

SmartSearch: Create your own form

6.1.6

Rename a SmartSearch

Users can choose to adjust their SmartSearches and to apply permanent changes to
them whenever they please. And so the original name that was given upon creation of
the SmartSearch may sometimes become unsuitable.

If you want to change the name of a SmartSearch please follow these instructions:

1. Mark the SmartSearch that you want to rename in the list within the info bar.

2. use the context menu of the right mouse
"Rename":

Fi Q, SmartSearch
ﬁ- Hex head screws

B Display Projekten
] Mew y prbesprechung
B Medify »
ﬁ- Tetle S TR
4 57 Favorites Delete

B [ Public folders

button to select the function "Modify" =>

= A window will appear where you can enter the name and the description:

[~ N
Meodify Smart Search
Name |
Description

Predefined search for hex head screws by pre-filled item class lists.

J [ Cancel |

Now change the name of the SmartSearch and, if required, its description.

3. Close the window and save your changes by clicking <OK>.

= The change of the name of the SmartSearch will now be displayed in the PRO.FILE

info bar.
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6.2 Saved searches and subscriptions

Saved searches offer additional possibilities, including the automated performance of
such searches upon PRO.FILE start

All information on favorites:

e What are saved searches and subscriptions?

e  Working with saved searches and subscriptions

6.2.1 What are saved searches and subscriptions?

Another useful tool for quick and structured calling up of the regularly used documents,
parts, projects, and transmittals saved searches in PRO.FILE

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

A simple 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.

Start

B O®E
New MNew  New New New

document part project Felder objects -

o (

Refresh ]

Here YOU can ChOOSG Create | Current view
1
e whether you want fo use a saved > B Tasks (%6)
search to define bookmarks for B ) SmartSearch
specific documents/parts/projects 4 o Favorites
B [T Public saved searches

e orif you want fo include search

~

criteria for such objects as a ‘ ,P_d e

bookmark. Accordingly, all . - e SE

documents, parts or projects will be B 7 Mlerts

accessed that either correspond to 4 [] Baseline Compare

the ID numbers or to the search [) Baseline Comparisn

criteria specified within the favorite. [E) CAD Models with Revisions

-ﬂ- Universal Joint Baseline History

In order to ensure that you are always b [ Business Process Management
automatically up to date, you can utilize B[] Document Management
subscriptions: A subscription can be [ My documents
creofegl fgr any sgved search. This Z S ::r?j:n";emm ° RE
subscription monitors a saved search. If b £ Projects
changes are made to the subscribed 4[] Subscriptions PL
documents, parts or projects, this is & 100% (0) g
indicated in the information bar behind B 5% (1)
the respective subscription in brackets. KR Pope o WP (0 e
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Accessing Each user has the possibility to create a multitude of different saved searhces for specific
documents, parts documents, parts or projects and for frequently used selection criteria for the
or projects corresponding data records.

Using the favorite management, you have quicker access to:

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

e  Any selection criteria without having to enter data.

procad =
Start A 00
D‘- ﬁﬂ ¥ New project / ﬂ Eﬁ [y Edit 4 Copy = = O ] List
™ T New Folder . _® EIE‘T; Open copy | @0 Create link i -’ Form
New New Edit Lock/Unlock | Display Change Motify | Refresh
document  part New objects ~ %, Copy search criterion status fg Structure
Create | Edit document | Edit file | Create link | Manage | Current... | Open in new... |
> B Task 0 LRl [ CAD Models with Revisions X %3
- HEEEEIEE 2P Y GRS k3
P A SmartSearch V L: W DocumentType Thumbnail Doc Revision Doc Version Doc Status || e
4 5p Favorites X X _ _ :‘34
CAD Model N 0 PLM Sync withji=3
t [ Public saved searches £
4 2 procad g
A S Ols} CAD Model i c 0 ENG Released §
> £ A g
b ] Alerts B
4 [ Baseline Compare =
D Baseline Comparison
(Bl CAD Models with Rev
-a- Universal Joint Baseline History
&[] Business Process M <] m | >
b [ Document Management
b [ PRO Sync Brows .. Versio. Decu. Maillog Status.. Modifi.. Partfo. Listof. Where. Status.. Docu.. Decu.
b 7 PartManagemert NIEEEIN RN 1 7 B8 7
& [ Projects
4 [ Subscriptions || CAD Model 3D Model PLMSyncwithERP C 0 I 5333766A_00015281.5LDPRT  proc
£ All Parts In WP (103)
& 100% (0)
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.

The favorites bar is accessed through the "Favorites" tab on the left
hand side of the PRO.FILE user interface.

Searc|

5 ol

Switch Refresh | L
form/list view

Current display

Start

You can then lock the favorites bar for continuous viewing by
clicking the 4 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.

PRO.FILE Release 8.7
June 2017 Page 130 of 241



Operation PRO.FILE advanced Saved searches and subscriptions

Combine saved
searches

To keep you up to
date: The
subscriptions

In this favorite overview, the saved searches of the actual user are shown under the user
name. Also saved searches of other users can be called up via the corresponding user
names.

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

e Forexample, 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.

The following chapters describe functions and handling of saved searches.

For each saved search that you create, it is possible via mouse click to simultaneously
create a subscription.

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

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 ¢ Favorites
B[] Public saved searches
4 2 procad
B [ Saved Searches
4 [ Subscriptions
& 100% (0)

£ Al Parts InWIP (103)
D InBox - New RFQs From ERP (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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6.2.2

Working with saved searches and subscriptions

PRO.FILE introduces the ability to use saved 4 5% Favorites
searches for quick access to frequently used g ? Fublic saved searches
. A o procad
data objects and documents. For access to the P pﬂ ——
commands and functions, the favorites N ' Dsy
administration offers a context menu. o
ﬂ Mew 3
Right-clicking the mouse in the list of saved AE Rename
searches will display this menu. Modify
Delete
With this editing menu all actions connecting copy
the favorites administration can be executed. g g o
[ u
This menu contains the following functions: b ]| Insert
b = Extend

Display: displays the contents of a saved b &
search or a subscription in the form of a b 7 Sub
list. This function can also be applied by a 1 Fol
double click on the desired saved search & Pro
or subscription in the favorites bar.

Extend (visibile versions)
Reduce

Reduce (visible versions)
Check subscriptions
Save search as autostart

Saved searches of other users »

Properties

New: The menu allows users to create saved searches and subscriptions. A
structure can be built by creating sub-folders, which allows for the organization of
saved searches. To find out more about the creation of saved searches and
subscriptions please refer to the chapters:

e Create a new saved search

e Create a new subscription

e  Create folders to structure the favorites

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.

Modify: This function allows the editing of the saved search with respect to the
memorized objects and search criteria. See also the chapter "Change the contents
of saved searches".

Delete: Removes a saved search or subscription from the favorites list. See also the
chapter "Delete saved searches and users from the list".

Caution — undo is not possible:

This command will irretrievably delete saved searches and subscriptions.

Copy, Insert:
Function to copy a saved search — even a saved search of another user. See
chapter: "Copy " for further information.
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Moving saved
searches,
subscriptions and
their folders using
drag & drop

Move: 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. See chapter "Moving saved
searches, subscriptions and their folders using drag & drop" for further information.

Extend / Extend (visible versions): Using the respective function, the selected saved
search (i.e. the search criteria it contains) is enhanced by the contents of the
PRO.FILE clipboard. This is applies for documents in the clipboard as well as for

search criteria. See also "The functions "Extend" and "Reduce"".

Reduce / Reduce (visible versions): Using this command, the existing saved
searches are reduced by the contents of the PRO.FILE clipboard. This applies for
documents in the clipboard as well as search criteria. See also the chapter "The

functions "Extend" and "Reduce"".

Check subscriptions: Subscriptions inform the user of the changes to the elements
in the respective saved search. The subscriptions are automatically updated when
PRO.FILE is started. This function is available to give an updated version of the
subscription whilst working in PRO.FILE.

Saved search as autostart: Using this function, a saved search can be set up, so
that when PRO.FILE is started it is opened immediately. The contents of the saved
searches are then immediately displayed in the form of a list. If a saved search is
set as autostart, "(Auto start)" will be noted in parentheses after the name of the
saved search.

Saved searches of other user: Enables a user, with the help of the sub functions
'Display" and "Hide", to access the saved searches of another user and also to hide
them, without having to create them personally. "Show" and "Hide" always relate to
all saved searches and subscriptions of a user.

Properties: Shows the properties windows of the saved search. This window
contains the name of the saved search and a field with detail information on the
saved search.

Saved searches, subscriptions and the folders of their relating structures, can be moved

and sorted by simple use of the drag & drop method.

To do this, click on the required folder, saved search, or subscription, and drag the

mouse pointer to the new position, keeping the mouse button held down until you are in

the new position.

Note that folders, Saved searches, and subscriptions can only be attached to other
folders in the structure, not to other Saved searches or subscriptions.
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6.2.3 Create a new saved search

With the favorite administration of PRO.FILE document lists can be created and can be
stored by a favorite name for a recall.

Using PRO.FILE favorites management, you can define two different kinds of favorites:

e Static: You can define a list of objects to be found by the saved search. You may
include or exclude further objects of the same type at a later time for this saved
search.

e Dynamic: You can define search criteria for objects via a saved search. When
using search criteria with a saved search, PRO.FILE first initiates a selection on all
affected objects in the database and then displays the results in a list.

Creation of saved searches is always based on data stored in the PRO.FILE Clipboard
and therefore requires that you use the "Memorize" function to assign objects with a
saved search.

A saved search can be made up from individual documents ("Copy") or from criterion
("Copy search criterion "). The criteria for this search represent the foundation for the

saved search. After the search results have been displayed in the list or form within
PRO.FILE, the search will be saved in the interim save in PRO.FILE, with:

o "Copy": When the saved search should contain the exact contents of the search.

o "Copy search criterion": When the saved searchis to be made up of the criterion
that makes up the search result.

Note:

; A saved search can only display one type of object within a list. It is not possible, e.g.
to display documents and projects in the same list.

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"
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4. In the 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 . Favorites
B [ 7] Public saved searches
4 5 procad
=l Saved Searches
B [ 7] Subscriptions

5. Select the function "New" => "Save new search" from the context menu (right
mouse button).
6. Enter 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.
The functions The Extend and Reduce commands are very helpful in managing saved searches.
"Extend" and
"Reduce” e They are used to modify the contents (documents and selection criteria) of a saved

search.

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

e  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.

On the following pages we illustrate working with favorites using an example:

@ Note:
A saved search can only display one type of object within a list. It is not possible, e.g.
to display documents and projects in the same list.
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6.2.4 Example: creation, enhancement and reduction of saved searches

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 PROCOM

D ﬁ- ¥ New project /‘ ﬂ E[;L [ﬂ? Edit M Copy -5- O ) vist

[ Mew Folder [% Opencepy =% Crestelink Form

New New Edit Lock/Unlock | Display Change MNotify | Refresh
document  part New objects ~ %, Copy search criterion status fg StructLqi
Create | Editdocument | Edit file | Create link | Manage | Current... | Open in n ’

LR 8 [ Document Type Product Specification X

4 [ Tasks (96)
L Carresttasks (35 Bl EER @I 27 Y BER 8 ’
[® Upcoming tasks V' Product W Document Type Thumbn © Doc Revision Doc Version Doc Stal ~

[l% Condledlazha Prometional Products Product Specification

4 Q. SmartSearch

D All CAD Models Licensed Products Preduct Specification
[[] DecTypes New with data
4 ¥ Favorites Licensed Products Edit
> [ Public saved searches Duplicate
4 2 procad ! i New version/revision
4 [7] Saved Searches Delete
A ]
B [ Alerts L
b ] Baseline Compare Browser “ersio. Docum. Maillog Status. Modific. Part fg Copy search criterion cum...
B[] Business Process Management :\;_ ‘ °r er | | D ‘:" e1’ EY ?'_“?' E“' L R Create link ):
> [7] Document Management : Editer >
&[] PRO.Sync [ Product Specification Stateless A 0 Edit file s L‘,
&[] Part Mansgement Transmittal 3 &
> E Projecis Export document
4[] Subscriptions
. E1DD°/'DI - g - '-_-—_Eﬂem_alf_npy — —

= 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:

4 3¢ Favorites

2. Right-click the mouse, then select Y e
the "Save new search" command. e
PRO.FILE creates a saved search JrTs]  Disply
. ‘ ew »
and includes the documents stored | P e —
in The PROF”_E ClipbOGI’d Wlfh it. & Modify Save new search (visible versions)
B Delete Subscription
B
ol Comy New folder
B Pr Cut
Insert
Extend

Extend (visibile versions)
Reduce

Reduce [visible versions)
Check subscriptions
Save search as autestart

Saved searches of other users  »

Properties
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4.

=

Upon creation, PRO.FILE
displays a form prompting for Name [y

a name to be given to the besctigien e e
saved searcg. In this example,
we have entered "My
documents". A description of
the saved search can be
added as well.

My product specification documerts|

Confirm your input with <OK>.

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.

Enhance the Now we want to enhance the definition of the saved search by all order documents that
search the user is allowed to see. To accomplish this, we would like to add a document
selection using only one criterion (document type equals "Order").

5.

To add the search criterion to the saved search, we initiate a select command for
documents. When the selection form is displayed, we enter "Order" in the document
type field.

PRO.FILE displays all existing and for this user accessible orders in a document list
window.

We can now initiate the process for adding the search criterion to the saved search
by selecting the "Copy search criteria" command from the "Edit" menu. You can

access the "Edit" menu by right-clicking the mouse or by selecting it from the
PRO.FILE menu bar.

PRO.FILE memorizes the criteria used for the search, the results of which are
displayed in the current list.

We have to switch to the favorites window for adding the criterion to the saved
search. Select the saved search you would like to add the criterion to; in our
example this is the saved search "My documents". Then, select the "Extend"
command from the context menu.

With the command "Extend" the search criterion is now included in the favorites
definition.

Now, what happens if you double click the saved search "My documents"2 The 3
specification documents are displayed and a document selection with the document
type equals "Order" criterion is executed.

Then, PRO.FILE displays all found documents in a document list window.
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Comments:

Reduce the search

The result

Comment:

Saved searches may also be extended by actual documents. To do this, you highlight
the desired in a document list, copy them to the PRO.FILE Clipboard and add them to
the saved search using the "Extend" command after selecting the saved search "My
documents" inside the favorites window.

After investigating the document list we notice that it also includes documents that are in
the "Approval" workflow state. We would like to exclude these documents.

= We can accomplish this by excluding these documents from the saved search.

9. Just like with including documents, we initiate a document selection. When the form
for entering search criteria is displayed, we enter "Approval" in the workflow state
field. PRO.FILE now displays a window with a list of all documents that are
accessible for this user and that are in the "Approval" workflow state.

10. As with including search criteria, we right-click the mouse or activate the "Edit"
menu form the PRO.FILE menu bar and select the "Copy search criterion"
command.

= PRO.FILE then copies these criteria to the PRO.FILE clipboard.

11. We have to switch to the favorites window to add

Display

this criterion to the saved search.
[ Pa MNew 3

= The "Reduce" command results in excluding the P perame

documents for which the above search criterion Subsc e

(workflow status equals "Approval") applies. Folder

Activation of the "My documents" favorite will Projeq

result in an object selection based on these Copy

criteria: All documents for which the document cu

type equals "Orders" except documents that have fnsert

Extend

the "Approval" workflow status assigned.
Extend (visibile versions)

Reduce

Reduce (visible versions)
Check subscriptions
Save search as autostart

Saved searches of otherusers  »

Properties

Now, what happens if you double click the "My documents" favorite? The 3 quote
documents are displayed and a document selection with the document type equals
"Order" criterion is executed. Then, PRO.FILE excludes all documents that have the
"Approval" workflow state assigned from this list. Results are displayed in a document list
window

Saved searcges may also be defined to exclude actual documents. To do this, you
highlight the desired documents (document no. 14360, i.e.) in a document list, copy
them to the PRO.FILE Clipboard and add them to the definition of the saved search
using the "Reduce" command after selecting the saved search "My documents" inside the
favorites window.
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6.2.5

Copy saved searches

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

4 ¢ Favorites

The context menu of a saved search contains the
t [ Public saved searches

functions "Copy", "Cut" and "Insert" 4 2 procad
. 4 [ Saved Searches
o Copy: copies the selected saved search to the b A

I [ Alerts

internal clipboard.
4 [ Baseline Compare

e Cut: copies the selected saved search to the I
internal clipboard and removes it from its current 4 e ’
oy Rename
position. = :
> 70 Modify

B> [ R Delete

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

Insert
Extend
Extend [visibile versions)
¢ 2 Reduce
Bl Reduce (visible versions)
®d Check subscriptions
Foldy Save search as autostart
& Proje Saved searches of cther users  »

Properties

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

= |f the source is a folder, the folder with all sub-folders and saved searches in it is
copied.
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6.2.6 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 3¢ Favorites
search, the amount is shown in parentheses after the =L e

. . 4 2 procad
corresponding subscription. -
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.

6.2.7 Saved searches with relative time entries

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

Information on updates and changes are only shown for the set date range when the
subscription is called up. If the time period of time that the subscription is not called up
is longer than the time range of the saved search, the information about the updates
and changes is incomplete.

You should be aware of this problem when setting up subscriptions!!
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E Example:

Let us assume the following: There is a saved searchefor a certain status that goes on
the basis of the noted criterion. In the related subscription, the user is informed about
newly created parts.

The saved searches is then activated, so that only new creation from this week (#w) will
be considered. These criteria will of course then be taken on by the subscription. The
information for the user will then always be correct, as long as the subscription is called
up every week (Diagram 1).

In the diagram, in calendar week (W) 1, everything is ok.

Subscription

wil w2 w3 w4

Favorite (#w)

Then the user goes on holiday for two weeks, he comes back in calendar week 4.

When he now opens the subscription, he will be informed of the new creations in
calendar week 4.

Due to the time setting in the subscription, he will also be informed of newly created
parts in calendar weeks 2 and 3. As the saved searches then is set only to provide
information on the actual week, the information from weeks 2 and 3 is filtered out.

The user will expect to be given results from weeks 2 and 3 as well as week 4. But he
will not be informed of the changes in weeks 2 and 3, because of the limitations of the

date range.
Subscription
>
w1 w2 W3 w4
M
Favorite (Hw)

This example is designed to make the user aware of possible problems that can occur
when using relative fime entries.
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This problem can be remedied by:

e Using a saved search with autostart instead of a subscription
e Using a saved search without relative time entries

e Using a saved search with a longer time range, so that each holiday is covered,

(e.g.: (#30)-(#+30): the 60 days around today).

6.2.8 Create folders to structure the favorites

Users can create their own folders within the PRO.FILE favorites bar in order to structure
their saved searches and subscriptions.

Note:

; The creation of a folder structure in the "Public folder" area is only possible for users
who have the access right "Writing access to public folders".

The folders are created within the structure of saved searches. Simply follow the
instructions below:

e Mark the folder within the structure to which you want to attach an additional

subfolder.

o Select the function "New" => "New folder" from the context menu of the right
mouse button.

e  Enter the name for the subfolder that is to be created. Try to select a self-
explanatory name in order to facilitate your future work with this folder.

e You can enfer a description in addition to the folder name. This description will
facilitate the flow of information on the purpose of the created folder.

e Please confirm the creation of the folder with <OK>.

The created folder will now be displayed in the structure. You can now move this folder
within this structure or place existing saved searches in this folder using drag and drop.
Please refer to chapter "Moving saved searches, subscriptions and their folders using
drag & drop" for more information.

@ Note:
Folders can only be created underneath an existing folder.
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6.2.9

Change the contents of saved searches

This function allows you fo:

e display and delete the ID numbers of a saved search.
e display, modify and delete the criteria of a saved search.
e delete or modify individual criteria for extended or abridged saved searches.

In order to edit a saved searchsimply follow these instructions:

1. Mark the saved searchyou want to modify in the list of saved searches.
2. Select the function "Modify" from the context menu of the right mouse button.

The criteria and ID numbers that are stored for the saved search will now be listed in a
new window:

4 [0 Baseline Comparison Ident numbers Tile

e Criteria 15377 15377 CAD Model 3D Model ENG WIP A 0 version'2 loc_
] 'd Numbers 15369 15369 CAD Model 3D Model PLM Sync with ERP B 0 ve.
Y 15370 15370 CAD Model 3D Model PLM Sync with ERP B 0 ve

Delete from favorite

The left column of the mask displays the applied criteria or the stored ID numbers of the
saved search.

Criteria and ID numbers are indicated as follows:

e With SPfor factored criteria and ID numbers.
e  With = for excluded (abridged) criteria and ID numbers.

If the entry "Criteria" or "ldent numbers" is marked in the left column the corresponding
values will be displayed in the right column.

Individual contents of the applied search criteria or individual ID numbers can be
deleted from the saved searches using the context menu of the right mouse button, as
shown in the above illustration.

The stored criteria and ID numbers as well can be edited in the left column of the mask.

Edit favorite:CAD Dokumente und Pflichtenhefte E .
4 [ CAD Dokumente und Pllichten ~ Tille Value
zﬂi |4 Numbers [ Type of Docume... | CAD-Dokument
!ﬂi Criteria
== Criteri Display
Modify
Delete

Change examination
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6.2.10

Mark the respective entry and use the following functions from the context menu of the
right mouse button in order to do so:

e Display:
Shows all objects found using the ID number or stored criteria.
o Modify:

Allows you to modify or supplement stored criteria.

e Delete:
Irretrievably deletes stored criteria or ID numbers from the saved searches. It is not
possible to undo this deletion!

e  Change examination:
This function specifies for memorized objects (memorized via ID number), whether
the newest visible version is to be found or the exact memorized version.

Delete saved searches and users from the list

The function "Delete" lets you delete a marked saved search, subscription or folder
including the corresponding bookmarks from the list of saved searches. This will only
delete "bookmarks" but no documents.

Caution — undo is not possible

This command will irretrievably delete saved searches and subscriptions.

In order to delete a subscription, saved search or folder simply follows these instructions:

1. Mark the subscription, saved search or folder that you want to delete in the list.
2. Select the command "Delete" from the context menu of the right mouse button.

3. Confirm the deletion

=

PRO.FILE V&

@ Should thepublicfavorite bedeleted ?

[ ves [ Ha

= The selected subscription, saved search or folder will now be irretrievably deleted!

Attention:

You should make sure that you no longer need the saved searches contained in a
folder, since these will be deleted along with the folder.
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6.2.11 Access other users’ saved searches

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.

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

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

Hiding other users | order to hide a user from this list, simply select the respective user in the list of saved

from the list searches and select the command "Saved searches of other users' => "Hide" from the
context menu.
6.2.12 Public saved searches

PRO.FILE gives you the possibility fo 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.

4 r Favorites
4 [ 7] Public saved searches
4 [7] Documents

Saved searches in the public folder have to 4 [ Al FDA Part 11 Required

always be created in this folder because a

separate authorization is required for the
creation.

The procedures for creating, deleting, editing

[ FOA 11 Required
B 7] All ReHS Reguired
B [ ] Engineering

and further managing saved searches in the | From ERP
public folder are the same as the general B i Mamukachming
procedures for saved searches that are
i . ) 7 Parts
described in the previous chapters.
[ Projects
B [7] Projects
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Note:

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.

6.3 Working with folders

Folder:Definition Folders are PRO.FILE Obijects used for the structuring of data and for the quick saving
of files in PRO.FILE.

As a simple structure object, folders are neither subject to the status network nor to the
version chain.

Detailed information on working with folders can be found in the following sub-
chapters:

e  Folder types

e  Create, edit and delete folders

e  Data structure with folders

e Duplicate folder

e Display and manage folders in the favorites bar

e  Quick saving of files via drag & drop

e  Configure folders for quick save

e Delete fast-check-in configuration of a folder

6.3.1 Folder types

There are different types of folders available:

e Default folder: A PRO.FILE object for structuring your data and for the quick saving
of files, as described in the following chapters.

e Valid/invalid template: Templates for folder structures including linked documents,
parts and tasks that can be used for the work without projects. These templates can
be duplicated, as long as the type of the folder is set to "valid template".

If the type is set to "invalid template", the folder cannot be duplciated.
See also the chapter "Duplicate folder".

e Valid project template / invalid project template: Folders can be used to define
structure templates that can be applied for the creation of projects.
For details, see the manual "Operation PRO.CEED Base"
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&

6.3.2

Create a new

folder

Edit an existing

folder

Delete a folder

Note: function access rights

Please note that the usage of the functions described in the following sub-chapters
requires the corresponding function access rights. If required, please contact your
PRO.FILE administrator.

Create, edit and delete folders

This chapter details the functions for creating, editing and deleting folders in PRO.FILE.

Proceed as follows

1. Select the function "New folder" either from the menu "Start" or in the PRO.FILE
Cockpit.

= The form for the creation of a new folder is displayed.

2. Enter the information for the description and classification of the folder into the
corresponding fields.

3. Forthe field "Type" see the chapter "Folder types".

&>

Confirm your entries with <Finish>.

= The new folder is now displayed in the tab "New folders" and can be used as
structure object for documents, parts and tasks.

To change the description of a folder or to rename it, Proceed as follows

1. Use the PRO.FILE search functions (see chapter "Searching and finding: selecting
data records") to display the folder to be changed in a list or form.

If displayed in a list, select the desired folder.

Select the function "Modify" either from the "Edit' menu ribbon or from the context
menu.

The form for editing the folder description is displayed.
Make the desired changes.
Confirm your changes with <Modify>.

y o x>

The folder description is changed and the updated folder description is displayed.

To delete a folder Proceed as follows

1. Use the PRO.FILE search functions (see chapter "Searching and finding: selecting
data records") to display the folder to be deleted in a list or form.

If displayed in a list, select the desired folder.

Select the function "Delete" either from the "Edit" menu ribbon or from the context
menu.
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6.3.3

6.3.4

= You are now prompted to confirm the deletion of the folder.

Attention — Undo not possible:

The deletion of a folder cannot cannot be undone.

If you really want to delete the folder, confirm the dialog with <Yes>.
The folder is deleted from PRO.FILE.

If the folder was linked in the favorites bar, it is also removed there.

U v U >

Links of the deleted folder to documents, parts, projects or tasks are also deleted.

Data structure with folders

Folders can be used to enhance the structure of other folders or of projects.

documents, projects - o
ents, prel BRI ELE L 7
transmittals, processes
or fOSkS to your 4 [ 10000 Standard  Steam engine 3000
folders. 4 [ 10001 Standard  CAD documents Steam engine 2000
The link type between 4 1} 2016021214224 Rotor
folders and documents [ CAD Model ENG WIP
can be set fo en‘her |Stan-dar-d |Sp€«:iﬂcation documents Steam engine 3000
static or dynamic. o
%] Specification Stateless
@ Specification Stateless

Further inofmration on the structuring of PRO.FILE objects can be found in the chapter
"Copy and link PRO.FILE Obijects".

Duplicate folder

Folders can be duplicated, including the objects in their structure. With this method, in
particular folders of the type "Valid template" can be used for the pre-definition of entire
structures to be duplicated on demand.

When a folder is duplicated, the following aspects are to be noted:

e Only folders of the type "Standard" or "Valid template" can be duplicated.

e Only the objects directly linked to the duplicated folder are duplicated, too.
Exception: If a task is linked to a folder and documents are linked to the task, these
documents are duplicated as well.
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Proceed as
follows

If a folder is linked to the duplicated folder, it is also duplicated including its sub-
structure of directly linked objects.

If the duplicated folder is configured for quick save, the configuration is duplicated
as well.

Transmittals and processes are ignored when a folder is duplicated.

Use the PRO.FILE search functions (see chapter "Searching and finding: selecting
data records") to display the folder to be duplicated in a list or form.

If displayed in a list, select the desired folder.

Select the function “Duplico’re” either from the "Edit" menu ribbon or from the
context menu.

The form for the creation of a new folder is displayed.

Enter the information for the description and classification of the folder into the
corresponding fields.

For the field "Type" see the chapter "Folder types".
Confirm your entries with <Finish>.

All other PRO.FILE objects that are directly linked to the original folder can now be
duplicated as well.

For each of these objects, the corresponding check-in wizard is now displayed. For
each obiject you actually want to duplicate, click <Finish> in the corresponding
checl-in wizard. For each object, you do not want to duplicate, click <Cancel> in
the corresponding check-in wizard.

The new folder with the duplicated structure is now displayed in the tab "New
folders" and can be used as structure object for further documents, parts and tasks.
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6.3.5 Display and manage folders in the favorites bar
Folders can be included in the PRO.FILE favorites bar for quick access.
By double-clicking on the desired folder in the favorites bar, the corresponding folder
description is opened in a PRO.FILE tab.
PRO.FILE V8 - procad
ile Search Edit View Window
D‘ ﬁ; E! @ E‘@ X Delete  |[§1 Copy 0
il ' 5 Duplicate | =2 Create link -
Mew MNew  Mew New Mew Edit Refresh List Form Structure
document part project Folder  objects -
Create Edit Folder Createlink | Currentview |  Openinnew view
® Cockpit =
b [ Tasks (96) 3
@| §| 4 > ‘ Data record 1 of 1 is active g
& O}, SmartSearch :
4 57 Favorites show folder =
3 r:”I Public saved searches Type | Stendard |
4 = procad Name [Steam engine 3000 |
© [7] Saved Searches Des ‘ |
B [ Subscriptions cripten
’ amengme 3000 SyStem fields
[ CAD documents Steam engine 3000 created on by procad
Specification documents Steam engine 3000 changed on by |procad
& Projects Folder ID
Bro.. Proc.. Prec. List. Doc.. Medi. Part. List. Pro.. Proj. Whe. List. Stat. Task. Task. Tran. List.
Tl BEOBEETLE PlEE 8 ok on
4 10000 Standard  Steam engine 3000
> B9 10001 Standard  CAD documents Steam engine 3000
3 10002 Standard i t gine 3000
Proceed as 1. Use the PRO.FILE search functions (see chapter "Searching and finding: selecting
follows data records') to display the desired folder in a list or form.
2. It displayed in a list, select the desired folder(s).
Select the function "Copy" either from the "Edit" menu ribbon or from the context
menu.
= The selected folder(s) is/are copied to the PRO.FILE clipboard.
4. Select the node "Folders" in the favorites 4 57 Favorites
bar. B [ Public saved searches
. ™
5. Select the function "Insert folder" from the 4 ge procad
context menu. B[] Saved Searches
B [ 7] Subscriptions
= The folder is now displayed in 4 F5 Folders

the favaorites bar. 4 [7] Steam engine 2000
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Remove a folder
from the favorites

bar.

6.3.6

Proceed as
follows

= The selected folder is no longer displayed in

= The folder is not deleted and can still be found

Note:

It a folder that is linked to the 4 [T Folders
favorites bar contains sub-folders, 4 [ Steam engine 3000

the sub-structure is now also . _
displayed in the favorites bar. ERAOTETE s £ E g L]
= Specification documents Steam engine 3000

To remove a folder from the favorites bar Proceed as follows

1. Select the folder to be removed in the favorites bar.

Attention:

When the following function is used, the folder is removed immediately from the
favorites bar without further inquiry.

2. Select the function "Remove folder" from the 4 [ Folders
context mneu.

Display

Remowe folder

the favorites bar. B Projects

Cuick save
Configure

via the PRO.FILE search functions.

Delete configuration

Quick saving of files via drag & drop

Folders can be used for the quick saving of files via drag & drop in PRO.FILE. A new
document description is created based on a pre-configured classification that can be
configured for each folder individually.

See the following chapter "Configure folders for quick save".

Note:
Folder configured for the quick saving of files in 4 [T Folders
PRO.FILE are displayed in the favorites bar with an b B% Steam engine 3000

upward arrow.

The quick saving via drag & drop is only possible for folders showing this arrow icon.

1. Select the file to be saved in Windows Explorer.
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6.3.7

Proceed as
follows

2.

Drag the file ) I‘f+
e to the desired folder in the PRO.FILE favorites “{4]

bar

e to a folder displayed in a PRO.FILE form or list
tab.

The further steps depend on whether the folder has been configured for quick save with
or without check-in wizard (see chapter "Configure folders for quick save').

3A "Without check-in wizard" the document description is created immediately

3B

according to the pre-configured classification and the file is saved.

If the quick saving is not configured without check-in wizard, the check-in wizard is
displayed and you can adjust the pre-filled document description.

The file to be saved is attached to the new document description and displayed in a
PRO.FILE tab labeled "new documents".

Configure folders for quick save

Folders can be used for the quick saving of files via drag & drop in PRO.FILE as
described in the previous chapter.

To be able to use this function, the folder has to be configured with information to be
entered into the new document descriptions.

1.

Select the folder to be configured either in a list or form display or in the favorites

bar.

Select the function "Quick save" => "Configure' 4 I Foicers

from the context menu. Sy Steam engine 3000
Display

Remove folder

Quick save

Configure

Delete configuration

The window for the quick save Rl 7 ~ G a7 (s s o
configuration is displayed. = [ooumeni T =r 5
1 1 H H + - | Company ID

The functionality of this window [ Comeany | \
corresponds to the functionality of a [oeen ] | []
window for the configuration of a | oporinert [v] | [ERDevclopment o
SmartSearch. + | Resaurce o] | oo =l

[ Check-in without check-in wizard

Select the fields of the document description that are to be filled automatically
during the quick save action.
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Enter the values for the selected fields.

5. Via the checkbox at the bottom, specify whether the check-in wizard is to be
displayed for the quick save action.
e If the checkbox is activated, the check-in wizard is displayed during the quick
save action and the preconfigured values can be adjusted.
e If the the checkbox is not activatedm the document description is created
without further interaction based on the preconfigured information.
6. Confirm your settings with <Save>.
= The preconfigured values are now used for the quick saving of files via drag & drop
in this folder.
= Folder configured for the quick saving of files in 4 [T Folders
PRO.FILE are displayed in the favorites bar with an > B Steam engine 3000
upward arrow.
Attention:

In order to use the option "Check-in without check-in wizard", you have to make sure
that all required fields (red corner triangle) of the document description are filed with
valid values.

If this is not the case, the check-in wizard will be displayed in order for the required
fields to be filled manually.
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6.3.8

Proceed as
follows

Delete fast-check-in configuration of a folder

Folders can be used for the quick saving of files via drag & drop in PRO.FILE as
described in the previous chapter. This configuration can be removed so that the folder
is no longer used for quick saving.

Attention:

The deletion of a quick save configuration is made without a confirmation dialog
immediately after the function call.

1. Select the folder, the quick save configuration of which you want to delete, either in
a list or form display or in the favorites bar.

2. Select the function "Quick save" => "Delete 4 [T Folders
configuration" from the context menu. > B Stﬁ""ﬁ”i"ﬂ':“:“:'
1523
= The configuration is deleted without further F‘.e:lc:efu-lder
inquiry. Quick save
= The icon of the folder is now displayed without Configure
upwa I’d arrow. Delete configuratiol
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/

/7.1

-

Working with documents in PRO.FILE

PRO.FILE unifies the handling of documents, CAD data, Office files, etc. and allows a
direct and joint access to these different objects and their listing in a document list.

Function call:

'Edit' => ...

The functions in the edit menu of PRO.FILE can either be applied to the document
description or to the file aftached to this document description.

The functions for editing the document description can be found in the tab "Edit":

File Start Search View Window ERP Integration Edit file Archival processing
/ ﬁ [ New document ) Delete E} Editer documents @ Copy E ; _E“ Status change top-down
B New with data Create version 2 Create link =+ oe ¥ Check status change top-down
Edit Lock/Unlock Ib Motify Change b e
E;—; Duplicate status
Edit decument | Start editor | Createlink | Manage

The functions for editing the file aftached to a document description can be found in the

tab "Edit file":

File Start Search Edit View Window ERP Integration Edit file Archival processing

[ﬁu] E} E‘m [B Delete |t Ewportforediting | "% Copy link to clipboard | [ Add thumbnail
£ o] = =

o

Display Edit Open
copy B Redline

Edit file | Export | More | Manage thumbnails |

E Print Dt Export local copy Change criginal name L_)‘( Remove thumbnail

All of these functions can also be accessed via the context menu (right mouse button).

Create new document description

There are two basic possible preconditions:
Neither parts nor documents have been selected, nor has a document been created:

Function call:

"Start' => "New document "

Documents have already been selected. The system "knows" therefore that the
subsequent Edit functions will refer to documents.

Function call:

"Edit" => "New document"

PRO.FILE Release 8.7
June 2017

Page 155 of 241



Operation PRO.FILE advanced Create new document description

7.1.1

An input form will be displayed that has the same basic setup as the form for the
creation of a new part. The setup and layout of a data entry are in the PRO.FILE
Management Console. After all required data is entered and the description is
confirmed through clicking on ‘OK’, PRO.FILE will display the stored document
description in a new form.

Note:

The start status of a document is dependent on the system configuration of the user,
and on the document type.

Save files in PRO.FILE using drag & drop

Drag & drop with the file manager allows to you to save and link files with a simple drag
using the mouse. By dragging a selected file from the file manager (Explorer) to the
menu bar in the PRO.FILE user interface, you can create a new document description
and a link to the object.

PRO.FILE V8 - PROCAD h
[+
Search Edit View Window ERP Integration Edit file Archival processing
rz\ Q ﬂ ?& Processes JD {‘Y Filter parts search @b‘ "fq in parts ?[3 in processes ﬂ Current tasks
N . [, Tasks g T I3 in projects [ in tasks B Role assignments
Documents Parts Projects Change in o
search documents [, in files
Search cbjects | Opticns | Full-text search | More
Attention:

The check-in of files using drag & drop will only work if the icon is dragged to the
PRO.FILE menu bar. Dragging it o another location within the PRO.FILE interface will
be of no result!

In order to save files in PRO.FILE, drag the file that is to be saved to the PRO.FILE menu
bar. Once the file is placed there, the PRO.FILE Checkin wizard will appear.

You can now use the Checkin wizard to either create a new document description,
adopt the data of an existing document description, or directly attach the file to an
existing document description.

The file about to be saved can be seen in the header of the Checkln Wizard.
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7.1.2

T

Check in files and directly link them

In addition to the check-in of files to PRO.FILE (see chapter "Save files in PRO.FILE using
drag & drop'") you can directly link the data record that is to be created with an existing
data record when saving it.

In order to do so, the document or part with which you want to link the new data record
with has to be displayed in the browser view and selected.

Then, using drag & drop, the file that is to be saved is dragged from the Explorer
directly to the object selected in the browser view with which you want to link it with.

The new document can then be created as usual. Following the storage assistant, a
window will appear in which you are asked to confirm the immediate creation of the

link.

(PRO.FILE V8 R - —

Should the document
‘CaD-Dokument in Bearbeitung - -'
with the document

‘CaD-Dokument in Bearbeitung - -'
belinked?

[ v JEIRS EII

If you confirm this with "Yes", the link to the object that was previously selected in the
browser view will be created directly upon creation of the document data record.

Create document description "New with data"

In Menu "Edit" you will find an additional command for creating new document
descriptions "New with data’.

The selected data records can be copied with this command.

A document description is supposed to be activated in the PRO.FILE window. The
master records of this document description are already inserted in the new document
for creating and can be modified in this mask.

The files relating to the data records will not be copied.

Function call:

"Edit" => "New with data"

An insert mask with the already inserted fields corresponding to the previous active
document appears. After insertion the document description will be displayed in a form.

Note:

The start status of a document is dependent on the system configuration of the user,
and on the document type.
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7.2

7.2.1

The PRO.FILE Checkin wizard

In order to save files in PRO.FILE, drag the file that is to be saved to the PRO.FILE menu
bar. Once the file is placed there, the PRO.FILE storage assistant will appear.

You can now use the storage assistant to either create a new document description,
adopt the data of an existing document description, or directly attach the file to an
existing document description.

By dragging a selected file from the file manager (Explorer) to the menu bar in the
PRO.FILE user interface, you can create a new document description and a link to the
object.

The process of saving is carried out in a number of stages. The outcome of each
individual stage determines the dialog that will appear for the next stage.

Note:

The description of the processes in connection with PRO.FILE may vary from your
actual business situation. This is due to the fact that actions, which are executed after
the execution of a command, can be configured differently in PRO.FILE. This
particularly applies to the PRO.FILE areas of status administration, part and project
assignment, change management and change history.

1. Drag the file from the windows explorer or from the Windows desktop to the menu
or icon bar of PRO.FILE

2. Drop the file.
3. The Checkin wizard is displayed supporting you in the saving process.

Saving of new objects in PRO.FILE takes place in two steps:

e  Checkin wizard Step 1: Creation of the document description in PRO.FILE

e  Checkin wizard Step 2: Assignment of the created document to a PRO.FILE project

These steps are described in the following sub-chapters.

Checkin wizard Step 1: Creation of the document description in PRO.FILE
All files saved in PRO.FILE are generally stored under the object type "Document".

In order to save the file now to PRO.FILE, the corresponding document description must
be entered to describe and classify the CAD document and to make it available for
further usage.
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Proceeding:

Proceeding:

For this, the Checkin wizard for the document description is available:

Wias CsersrocadDesktoparzonr == Note: Which file is

P the data for the docun . M you want 1o use ancther document a5 a template. or 0

e 3 opbon. B | about to be saved can

be seen in the header

- Createdocument | of the Checkln Wizard
Approved Manufacturer List
J——— Create Document -
BOM Compariscn I
e Document Type [v]
(CAD Drarwing (NDF)
CAD Layout Standard Fields
CAD Model Department [v] DocCreatedOn |OUTMIG
CAD Model (JPG) Resource =]
Chient Comments. Warning Date [w] DocCreatedBy | procad
CHC Pregram Alect Date [v] erPiD
Conirect Vil Date Comments [¥]
Correspondence
Err— ERP Fields
Customer First Fiace Approval
Dema Data
ECAD Model

You can access four options through the buttons in the upper half of the Checkin

Wizard:

Create new Mew using template Selectin list Search

Create new

Create new:
Usage:

e A new document description is to be created.
1. Fill in the information for the description of the document.

= 2. After entering all required document data, confirm the creation of the document
description in PRO.FILE with <Next>. The new document description is saved.

Selectin list .
Select in list:

Usage:

e The document to be saved is not to be linked to a new document description but to
an existing one.

1. Click the option <Select in list> to select the desired document description.
= The wizard displays the PRO.FILE surface, as it was opened the last time.

2. If the document description desired for assignment is not yet displayed in a list or
form view, you can use the search functions of the Cockpit, the "Search" menu or
favorites and SmartSearch to start a search.

3. If the document description desired for assignment is displayed in a list view, you
can now select it. (If the desired document is displayed in form view, it is already
selected automatically).
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Proceeding:

Proceeding:

4. Confirm your selection with <Next>.
ech | Search:

Usage:

e The document to be saved is not to be linked to a new document description but to
an existing one.

e The desired document is not yet displayed in PRO.FILE and has to be searched for
before assignment of the document description.

1. Click the option <Search> to select the desired document description.

2. Enter the search criteria into the displayed search form and click <Search>.

3. Select the desired document record from the list of results.

4. Confirm your selection with <OK>.

New using template

New using template:

Usage:

—_

&

A new document description is to be created for the new document.

To make the creation of a new document record easier, an existing document
record can be used as template with pre-filled fields, which only need to be
adjusted.

Click the option <New using template> to select the desired document
description.

The wizard displays the PRO.FILE surface, as it was opened the last time.

If the document record that is to be used as template is not yet displayed in a list or
form view, you can use the search functions of the Cockpit, the "Search" menu or
favorites and SmartSearch to start a search.

If the document record that is to be used as template is displayed in a list view, you
can now select it. (If the desired document record is displayed in form view, it is
already selected automatically).

Confirm the selection of the document description with <Next>.

The input form for the creation of the document record is pre-filled with the data
from the selected part document record.

Make the necessary adjustments to the pre-filled data.

Once all required document data is entered, confirm the creation of the new
document record in PRO.FILE with <Next>.

The new document description is saved.
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7.2.2

The Checkin wizard now continues with the options of assigning the newly created
objects to a PRO.FILE project.

Checkin wizard Step 2: Assignment of the created document to a PRO.FILE
project

In this step the document just saved can be assigned to a specific PRO.FILE project.

Note: Usage of PRO.FILE projects

The third step in the Checkin wizard is intended for the use of PRO.FILE projects. If you
are not using PRO.FILE projects, you can skip this step with the option <Skip>.

For this project assignment of the newly created document description an existing
project must be selected, or a new project must be created.

Note: The title bar of
the Checkin wizard

displays the
G  Actvate  Deactivate Activate/deactivate project d ocuments Th at are
RBEORTR|oRAR TR currenﬂy being
g‘ ) Structure 12994 © A parts W Ml processes [B) Newty crested documents m h dl d
HOBREEGEIOE B~ 0| & 8| Hecom andied.
PLMID Type Stats CreatedOn CreatedBy  BeginDate Completion Dete  ~
e PROJ Project New 0182014 procsd 0192014 04182014
» 10275 PROJ Project New 022172014 procad 02202014 032172014
1027 FRO Project New 02192014 procad 0219201 0319201
R ——— C— giegeTe . PRt e
_EHP_anu Docu. Proe. Gont. Madp. Modd. Putf. Listo. Tasks Proje. Wher. Role. Statu. Trans. Listo. Satu

Vit BSYBETL O i

b boamR 000000 Finished 02212014 02212014 02242014 02212014  procad
b QST b ImR 000000 Finished (2212014 02212014 02242014 02212014  procad =
<= > [l | >
Cancel | [ cBack  |[ Net> ][ sip || Finish

Here, too, the Checkin wizard offers different options that can be accessed via the
operations bar:

Create new Search Selectin list Activate Deactivate

Attention: Project must be activated

In order for a document to be linked to a project, this project must be ACTIVATED.
This means that for all of the following options, you have to select the option "Activate"
afterwards.
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7.3

The proceeding for these options is the same as for the first two steps of the Checkin
wizard:

Create new
Create new:

A new project is created in PRO.FILE. The document description created in step 1 is
assigned fo this new project.

Search | Search:

The document description created in step 1 is to be assigned to an existing project.
This project is now searched via the search form and selected.

Selectin list L
"t Select in list:

The document description created in step 1 is to be assigned to an existing project.
This project is already displayed in a PRO.FILE list and only has to be selected and
confirmed.

Aeivate | Activate:

If a project is activated, all new parts and documents in PRO.FILE are automatically
assigned to this project. If no project is currently activated, and you want to do so,
you can use this function to activate a project.

Deactvat® | Deactivate

Again: If a project is activated, all new parts and documents in PRO.FILE are
automatically assigned to this project. If this assignment is not to be made for the
current document, you can deactivate the project before finalizing the saving
process.

Note: If a project is activated, this is displayed in the title bar of the active PRO.FILE
window.

Proceeding:

For the assignment of new documents to a project via the Checkin wizard Proceed as

follows

1. Select an existing project or create a new one.

2. Select this project in the list view (project in form view are automatically selected).
You now must select "Activate". Only if the selected project has been activated, the
assignment to the project is made after confirmation.

4. Confirm your proceeding with <Finish>.

The saving of the document in PRO.FILE is now finished.

Opening a document file

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

The menu command "File edit" from the PRO.FILE "Edit"-Menu allows the user to edit a
document in its original application.

Function call:

'File edit" => "Document’ => ...

These commands are available:

"Display":

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

"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.
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7.3.1 Change documents
When changing documents in PRO.FILE you need to decide:

£} Structure 13934 £ Al parts %
57 0 0K 8
Doc Version Doc Sta

e Do you want to change the
document description? (See
chapter "Modify document

description").

Document description
D MNew
15365 @ CAD Model Mew with data
] 15386 L] CAD Model Duplicate

Duplicate with structure
< [ Duplicate with structure new documents

New version/revision
Browser Versions Document description Mai

B 8 Delete
X SR
. vV uw 1ype UOC HeVision UOC Version Uoc diaws

e  Ordo you want to edit the == : . i e
attached document? (See S ‘
chapter "Check out document w8 R e P e
file for editing ). me @, et LM Sync with ERP

Duplicate
15366 i} ¢ PLM Sync with ERP

Duplicate with structure

Duplicate with structure new documents

New version/revision

Browser Versions Document d¢ Delete g Partform Listofparts Wher
(RO ) Keepin memory
Promoted On Promotedf  KeeP criteria in memory

» 20150929 15 procad | OF Link
Promote soft- to hardlink

Editor »

File edit 'l[l;_ Display

Transmittal » |#9 Output document
Export document

External copy ) Redline ’

7.3.2 Modify document description

To modify and delete a document, follow the same procedures as for a part.

. Function call:

‘ y 'Edit' => "Edit' and "Edit" => "Delete"
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7.3.3

7.34

Check out document file for editing
To open a document file for editing, select the function "Edit" from the menu "Edit file" or
the button "Edit".

Function call:

"Edit file" => "Edit’

e "Edit":

Extracts a document from the database for modification.

Note: Change document type

With PRO.FILE a document type can be modified subsequently. The modifying can be
made in the modification mask — the field document type is, by default, not locked in
this case.

This function can be executed only in the modifying mask for one document, not for
several chosen documents.

Modification of a document type initiates the following:

e The variable characteristics related to the old document type will be deleted.

e If a document is saved to a modified document description, it will be copied to the
new document description.

e An empty input mask occurs and the new attributes can be inserted in the variable
document description.

Note:

Renaming of the document type is not allowed with archived documents.
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7.4

Opening and editing a document file

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

The menu "File edit" allows the user to edit a document in its original application.

These commands are available:

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

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

o Edit"™:

Extracts a document from the database for modification.

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

e "Open copy "

Extracts a copy of the document from the database.

e "Delete":
Deletes the document permanently (!) from the database.

e "Export for editing"
e "Export local copy"
e "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.

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 to 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.
Additional information can be found in the chapter "Displaying thumbnails in lists
and forms".

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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7.5

7.5.1

7.5.2

7.5.3

Further functions for document management

The PRO.FILE "Edit" menu offers the following further functions for the management of
documents:

e Delete documents

e New version of documents

e  Status change of documents

e  Export/ Import of documents with PRO.FILE (Option)

e Note: Document management using drag & drop

e  What happens if | exit PRO.FILE while documents are still checked out?

Delete documents

If the document description is deleted, the attached document will be deleted as well.

The Menu function Edit => File Edit => Remove document deletes a document but not
its description.

New version of documents
A document can be "frozen" in its current revision. This is done by creating a new

revision without having the previous revision updated.

Function call:

"Edit" => "New version/revision"

PRO.FILE creates a new document description and copies the attached files. A reference
of this new document description is established to the prior versions/revisions.

e Only the latest revision will be displayed.

e To find out whether there are any old revisions of a document, got to the
dependent tab "Versions"
All previous revisions are listed here.

Status change of documents

Statuses, following the workflow plan, can be assigned to documents; these can then
be transferred according to the current document.

Also, a linked part can be in a different status than the related document.

The procedures are for all objects the same, please refer to the chapter: "Transfer of a
document, part or project into another status".
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7.54

Proceed as
follows

Export / Import of documents with PRO.FILE (Option)

The PRO.FILE-commands "Export document" and "Import document" support companies
in forwarding technical documents to the "extended workbench" and guarantees the
proper recycling of the documents

When exporting documents from PRO.FILE, the primary data is added to a local export
directory where they can be passed on according to the requirements at hand. Due to
this functionality, the corresponding data record will remain locked in PRO.FILE until
reimport. This avoids the occurrence of competing changes.

All that PRO.FILE requires for the import is the name of the directory in which the
exported folder can be found. The data is brought back from there and stored or
versioned according fo user specifications. Versioning can also be automated for
specific statuses. Following the import, the corresponding data records will be unlocked
again in PRO.FILE.

Simply follow these instructions in order to export documents:

1. In PRO.FILE, open the documents that are to be exported in the list or form view
and mark them.

2. Now select the command "Export document' from the PRO.FILE "Edit" menu or from
the context menu of the right mouse button.

Function call:

"File Edit' => "Export for editing’"

= Adirectory browser will appear in which you can select the folder to which you want
to export the document:

Browse For Folder x|

Please select the path, where the files will be exported to.

E& Local Disk (C:) -
Ju bainfo J
) inetpub
Ju License
Ju Orade
i Perflogs
|| Program Files
Ji Program Files (x86)
ElJs protemp
¥
) Temp
Ji Users
Ji Windows
[ ) DVD RW Drive (D)
DA metuork

Make New Folder | OK I Cancel |

VA

=

3. Anew folder can be created through the <Make New Folder> button. In order to
do so you have to first select the structure level on which you want to create the
new folder.
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4. The selected documents will be added to new subdirectories within the selected
directory by pressing the <OK> button. A modification note will be automatically
generated in PRO.FILE and the exported data records will be locked.

A reliable lock and information mechanism will avoid conflicting changes and parallel
processing for the duration of the external processing. Corresponding messages will
indicate the status of the document if someone tries to retrieve it.

A subdirectory will be created in the selected export directory for each document
selected in PRO.FILE. The names that are used for the subdirectories correspond to the
PRO.FILE ID numbers of the selected documents.

The exported data can now be retrieved from these directories e.g. by using the
Windows explorer and then passed on according to the requirements at hand.

Attention:

The subdirectory that is created according to the PRO.FILE ID upon export (e.g.
10465) must not be renamed! If the directory name is changed PRO.FILE will not be
able to find the corresponding data record when importing the data.
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Import exported Exported documents from PRO.FILE are saved to a specific directory in which
documents back subdirectories are created according to the respective PRO.FILE ID numbers.
to PRO.FILE

If you want to reimport this data, you have to specify a higher-level directory in which
the subdirectories can be found according to the PRO.FILE ID number that is to be
imported.

The directory selected for the "Import" can be different from the "Export" directory. The
subdirectories contained in this "Import" directory, however, have to correspond to the
exported directory names.

PRO.FILE imports all data in the subdirectories within the selected import directory and
allocates them according to their subdirectory number to the data record with the
corresponding PRO.FILE ID number.

Note:

@ The import feature can only be used for documents that were previously exported from
PRO.FILE. A corresponding data record has to already exist in PRO.FILE. Furthermore,
this data record has to be locked since the export in order to exclude the possibility of
conflicting changes.

If the document that is to be imported is not in already in the database and therefore
unknown to PRO.FILE, the import will not be possible. A new document description has
to be created and the file has to be checked in to PRO.FILE.

Please follow these instructions in order to import documents that were previously
exported from PRO.FILE:

1. Select the command "Import document" from the PRO.FILE "Edit" menu or from the
context menu of the right mouse button.

) Function call:

; "File" => "Import document"

2. A menu will appear in which you have to select the higher-level directory that
contains the subdirectories with the files that are to be imported.
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Note:

x
Please select the path, where the files will be exparted to.
E‘& Local Disk {C:) -
i bginfo J
) inetpub
Ju License
Ju Oracle
Ju PerfLogs
L Program Files
Ju Program Files (x88)
B Ju protemp
(SRR Excpor t|
J 10465 [%
1 204702
| 208454
Ju Temp
o Ll icer =
Make New Folder | OK I Cancel
A

Please make sure to always select the higher-level directory in the structure when
importing! This has to be the higher-level directory (e.g. "Export') that contains the
subdirectories whose names were generated from the PRO.FILE ID numbers upon
export and which, in turn, contain the files that are to be imported.

An import can only be done by stating the higher-level directory in which PRO.FILE will
then find the exported subdirectories. If you directly select a document directory (e.g.
10465), an error message will be returned.

Once the respective directory was selected, it will be executed by clicking <OK>.

If the subdirectories contained in the selected directory were previously exported
from PRO.FILE, the contained documents will be imported back to the database.
You can select the type of import from the window that appears:

If you select <Overwrite>, the imported data will be saved under the existing
document description from which the data were exported. Existing documents
will always be overwritten.

It you select <Versioning>, a version of the imported data will be stored for
the existing document description from which the data were exported.

If you select <Automatically>, the status will determine whether the imported
document will overwrite or version the existing document. If the option
"Automatic versioning" is set for the workflow status in which the document
master data are currently in, these document master record will be versioned
upon this selection. If this status is not set for the current workflow status of the
document master data, they will be overwritten.

The documents in these subdirectories will be allocated to the data records in
PRO.FILE according to the number given in the name of the subdirectories and
then imported.

The data records of the reimported documents in PRO.FILE will be unlocked. You
can now work on them again and apply changes. This completes the import.
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Attention:

All subdirectories with a PRO.FILE ID name and their related documents that are
contained in the selected directory will be imported back to PRO.FILE and then
unlocked upon import!

Tip: re-import of When importing data that were previously exported from PRO.FILE, all subdirectories
modified with ID names in the selected directory will be taken into account and the contained
documents only documents will be imported.

However, you can freely select the directory from which you want to realize the import.

In addition to the export directory, you can create an Xl
import directory from which you can realize the e seectthe et fem o the fles il be e
import of data into PRO.FILE. CE a0 =
). bginfo
This is illustrated by the following example: In this } et
example, the data from PRO.FILE is exported to the R orece
"Export" directory. The reimport back to PRO.FILE, B oo s
however, is realized from the "Import" directory. ki program Fies (136)
= J protemp
This allows you to move data and the related folder s R
(in this example "406454") into the "Import" directory S
once you have completed your work on them. This = E
I8 Import
ensures that only modified documents are reimported = fostss
back to PRO.FILE when you select this "Import" folder. 8 =
Make New Folder | Ok I Cancel
A

Attention:

Please note that you can move the directories that were created in the export directory
upon export but that you must not rename them. You also have to make sure that the
right data is placed in the right directory:

PRO.FILE will allocate the files in the subdirectory to the corresponding document
master records, based on the document IDs that are used as folder names.
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/7.6 Note: Document management using drag & drop

Drag & drop in PRO.FILE allows you to create, retrieve, or link documents and parts by
dragging an object with the mouse.

Note:

Drag & drop describes the Windows functionality that allows you to move files within
the Windows user interface using the mouse and graphical visualization. In order to do
this, the object that is to be moved is selected with the mouse pointer. By pressing and
holding the left mouse button, the selected object can now be "dragged" to the desired
location (e.g. the PRO.FILE menu bar). Once the mouse button is released, the object
will be pasted to the new location in the active program.

The following subchapters will give you an overview of the different drag & drop
possibilities:

e Save files in PRO.FILE using drag & drop
e Checkin files and directly link them

e  Retrieve files as a copy using drag & drop

e Display documents in MS Excel or MS Word using drag & drop

e Save entire folders

e Drag & Drop from the documents list

e Drag & Drop from the Parts List
e Drag & Drop with the Bill of Material Editor

7.6.1 Retrieve files as a copy using drag & drop

PRO.FILE gives you the possibility to directly retrieve files as a copy using drag & drop.
Simply follow these steps:

1. Select the document that you want to retrieve as a copy in PRO.FILE and display it
in the list view.

2. Start the Windows Explorer and select the directory where you want to place the
copy.

3. Go back to the PRO.FILE user interface.

4. Press and hold the <Ctrl> key to start the drag & drop function. At the same time,

click the first column with the * icon in the PRO.FILE list. Now drag the selected
lines to the desired directory without releasing the mouse button.

5. Do not release the mouse button and the <Ctrl> key before the Windows paste
icon appears here. The data is then pasted to the desired location.
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Note:

i In order for this drag & drop functionality not to be executed accidentally when
marking data records and to avoid unwanted data movement, it can only be executed
via the first column of the PRO.FILE document list.

The drag & drop to the Windows Explorer can only be initiated when the mouse

pointer is placed in this first column with the I \icon and the <Cirl> button is held
down.

7.6.2 Display documents in MS Excel or MS Word using drag & drop

Documents can be directly transferred to Microsoft Excel or Microsoft Word using drag
& drop. This is done using a copy; the data record will not be locked in PRO.FILE!

Simply follow these steps:

1. Select the document that you want to retrieve in PRO.FILE and display it in the list
view.

2. Press and hold the <Cirl> key to start the drag & drop function. At the same time,

click the first column with the 0 icon in the PRO.FILE list. Then drag the marked
lines to the header of the MS Excel or MS Word interface.

3. Do not release the mouse button and the <Ctrl> key before the Windows paste
icon appears here. The file that belongs to the documents data record will now be
opened here.

Note:

; In order for this drag & drop functionality not to be executed accidentally when
marking data records and to avoid unwanted data movement, it can only be executed
via the first column of the PRO.FILE document list.

The drag & drop to the Windows Explorer can only be initiated when the mouse

pointer is placed in this first column with the 0 icon and the <Ctrl> button is held
down.

7.6.3 Save entire folders

PRO.FILE allows users to save entire folders in the database.

In order to do so, move the directory from the Windows Explorer or any other file
manager to the menu bar of the PRO.FILE user interface using drag & drop.
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Attention:

Directories can only be checked using drag & drop if the icon is dragged to the
PRO.FILE menu bar. Dragging it to any other area of the PRO.FILE interface will not
yield any results!

PRO.FILE is activated and creates a data record for this directory via the ChecklIn
Wizard. Saving can be made as usual by selecting the document type and inserting the
PRO.FILE document description.

By checking out the directory from the database the complete directory will be created
locally. The user has the possibility to select a file in the browser. The relevant
application is then started.

With termination of the application the complete directory will be saved.

7.6.4 Drag & Drop from the documents list

Using Drag & Drop from Documents List enables the documents to be linked with
objects in the browser. Once the active document description is dragged into the
browser, a link is established with the objects shown by the browser.

7.6.5 Drag & Drop from the Parts List

Using Drag & Drop from the Parts List is identical to using Drag & Drop from the
documents list.

7.6.6 Drag & Drop with the Bill of Material Editor

Via Drag & Drop you can copy or move positions in the bill of materials editor:

e Move single BOM position: 2 4010
2 40.20

2 40.30

e  Copy single BOM position (hold CTRL key): 2 0-10
2 020

2 40.30

e Move several BOM positions: 2 n, 4010
2 [ﬁm

40.30

e Copy several BOM positions (hold CTRL key): 2 A0
2 o
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7.6.7

7.6.8

Searching for
combined
document types

Drag & Drop for the transfer of PRO.FILE data to MS Excel

You can export selected lines of a PRO.FILE list to MS Excel via drag&drop. The selected
data is then also displayed in a table there.

To use this function, select the desired lines within a list in PRO.FILE.

You can then click on the first column (which displays the 0 icon or is empty) of your
selection and then drag the selection to the MS Excel GUI. As soon as your mouse
pointer shows the Windows insertion symbol, you can drop the selection. The data is
now inserted info Excel.

Combined documents

In most companies there are firm relations between document types, which should be
displayed in PRO.FILE. That means that documents cannot only be selected by their own
document type, they can be selected by the characteristics of the relating document
type, too.

Example: A customer placed an order, and to this order exists an invoice (this invoice is
also related to the customer). A document type "customer" is defined, and to this a
subordinated document type "invoice". The document type "invoice" is a related
document type of "customer".

There are two separated data records which are related to each other.

While creating a new data record "customer” with the command "New", a second
combination-mask including characteristics of "customer" and "invoice" is displayed.
One fills both, two data records with which the data record "invoice" is associated with
the data record "Customer" automatically are created, as recognizable also in the
browser representation.

If one fills only the fields of the first document model, no data record of the combined
document model is created.

If, for example, you want to search for a specific invoice from a customer, the function
"'Search" => "Documents" opens a combined mask. This combined mask contains the
features of the first (superior) document type - in this case "Customer" - in the upper
part, and in the lower part the features of the combined document type, in this case "
invoice".

If you enter search criteria in the two parts of the mask, the two desired data records are
searched and displayed.

"New with data" with combined document types

This command is only available it a data record of the super ordinate document model
is represented in the acting window and is selected.

If the command is chosen, a multi-purpose mask that is filled already with the dates of
the acting super ordinate data record appears. The fields of the combined data type are
not filled since a new data record of the document model is supposed to be created.
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7.7

7.7.1

In our example the fields of "Customer" are filled already, that from "Bill" still not. Now
new "invoice"-Data will be entered without the "customer" dates being changed, an
"invoice"-Data record that is associated with the available "customer" data record is
created.

If also the "customer'-data are changed, also a new "customer" data record which is
associated with the new "Bill'-data record is created.

Optional: Save encrypted files from Boxcryptor in PRO.FILE

PRO.FILE supports the saving of encrypted files using the software solution Boxcryptor:
Files encrypted with Boxcryptor can be saved to PRO.FILE, opened by authorized users
and be saved back with encryption.

Prerequisite: Business license of Boxcryptor

For the usage oft he Boxcryptor encryption in connection with Pro.FILE, the Business
License of Boxcryptor is required.

This chapter describes the proceeding for working with encrypted files in PRO.FILE in the
following sub-chapters:

e The configuration settings for Boxcryptor at your computer

e Initial saving of encrypted files in PRO.FILE
e  Change encrypted files from PRO.FILE

Limitation of the usage options of PRO.FILE functions:

When files encrypted with Boxcryptor are saved to PRO.FILE, the following limitations
apply:

e Due to the complex structures and references of CAD documents, the encryption is
not supported by the PRO.FILE CAD integraitons.

e  OLE links within Office documents cannot be supported for the storage of
encrypted files in PRO.FILE.

e ltis not possible to create NDF files from encrypted files in PRO.FILE.

e Zipped files (folders, redline files) are not saved with encryption.

The configuration settings for Boxcryptor at your computer

To be able to save encrypted files in PRO.FILE, the encryption with Boxcrypter has to be
configured on your computer. This includes the following:

e Boxcryptor with Business license has to be installed on your computer.
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7.7.2

e The Windows user folder (USERPROFILE%) has to contain a folder named
"PRO.FILE".

e This folder "PRO.FILE" is acced to the Boxcryptor configuration as storage location.

e The folder is thus displayed as a virtual drive, e.g. P:\PRO.FILE.
The initial saving and intermediate saving of files is then made via this folder.

Initial saving of encrypted files in PRO.FILE

To save an encrypted file for the first time in PRO.FILE, this file has to be encrypted by
Boxcrypter before the saving PRO.FILE in PRO.FILE.

Encrypted files can be saved from the Boxcryptor folder (e.g. P:\PRO.FILE) via
drag&drop in PRO.FILE. This is described in the chapter "Save files in PRO.FILE using

drag & drop".

Note:

For the encryption via Boxcryptor, the file has to be saved locally in the Boxcryptor
folder. Since this is the only way the encryption can be made, a direct saving to
PRO.FILE without saving to the Boxcryptor folder first is not possible. Encrypted files
can only be saved in PRO.FILE via drag&drop.

The saving of folders in PRO.FILE
When encrypted folders are saved, the following applies:

e When folders are saved to PRO.FILE, the folder itself is not encrypted.

e The files in that folder have to be encrypted by the user currently logged in to
Boxcryptor.

e When a folder with encrypted Boxcrypter *.bc files is saved in Pro.FILE, this folder is
displayed in the Windows Explorer when extracted from PRO.FILE.

Note:

The Boxcryptor option for the encryption of file names must not be used, since
PRO.FILE can otherwise not detect the file in the virtual drive.
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7.7.3

&

Change encrypted files from PRO.FILE

Note:

The changing of encrypted files from PRO.FILE and the encrypted saving back to
PRO.FILE requires Boxcrypter to be installed on the user computer and the storage
folder for PRO.FILE being configured in Boxcryptor (see chapter "The configuration
settings for Boxcryptor at your computer').

If an encrypted file is saved in PRO.FILE it can be edited and saved back with the
normal PRO.FILE functions. The file thus remains saved and encrypted in PRO.FILE.

e The encryption is made automatically by Boxcryptor during the saving back of the
changed file to PRO.FILE.

e Asaving via drag&drop as during the initial saving oft he file to PRO.FILE is not
required.

During the saving process of the changed file in PRO.FILE, the encryption with
Boxcryptor is made in the background. Depending on the file size, the saving process
may take a little longer.

ATTENTION: Versions of encrypted files

When new files are to be saved for the first time with encryption to PRO.FILEm these
have to be encrypted by Boxcryptor before. Therefore, the following has to be noted for
the handling of versions:

e When a version of an encrypted file is created in PRO.FILE via the "Create cersion"
function of the PRO.FILE Windows Client, the new version of the file is encrypted as
well.

e When an encrypte file is opened from Pro.FILE and then a new version is created
via a PRO.FILE Office integration, the new version of the file is NOT yet encrypted.

Working with encrypted files and the Office integration

The encryption of files for the saving in PRO.FILE is made by Boxcryptor. New files
always have to be encrypted by Boxcryptor first before they are saved to PRO.FILE.

As a consequence, new files that are created from already encrypted files via the
functions "New from template" and "Version" of the PRO.FILE integrations but not yet
encrypted by Boxcryptor are saved without encryption when saved directly to PRO.FILE.
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/.8

This has the following reason:

When document versions are created via the PRO.FILE Office integrations, the new
version is saved by Office as new file on the computer. If this new file is then directly
saved in PRO.FILE via the Office integrations, the file has then not yet been encrypted by
Boxcryptor. The new version of the file is thus saved to PRO.FILE without encryption.
Therefore, when document versions are created via the PRO.FILE integrations, you also
have to go via the Boxcrypter folder — this also applies to documents created with the
function "New from template".

e  Encrypt the new file created via "Version" or "New from template" locally with
Boxcryptor.

e Save this file via drag&drop from the Boxcrypterfolder (e.g. P:\Boxcryptor) in
PRO.FILE as described in the chapter "Initial saving of encrypted files in PRO.FILE".

What happens if | exit PRO.FILE while documents are still checked
out?

If documents are checked out for editing, a lock flag is set for the corresponding
documents.

If PRO.FILE is then closed without the opened documents having been saved back,
PRO.FILE needs to know what is to happen to the open documents.

For this reason, a message

"The object is checked out L

15379 CAD Model 3D Model ENG WIP A 0 0 lock\1 workflow\110 PLUG PART_5
and Chdnges are not )’et _GEO_00015224.SLDPRT No CAD-System-0 EP]CO}HII EP}CD:% md\lzjns,'zms 00"
s’rored in PRO.FILE" informs is checked out and changes are not yet stored in PRO.FILE.
the user of this. How would you ke to handie this document ?

Edit:
The lower part of the Continue editing the local fie.

window offers you several Discard:
) ) Discard local change in this document.
options of proceeding: )
Discard Alk:
Discard local changes in all documents.

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

Edt | |  Discad | | DiscardAl | | Cancel

e 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.

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!
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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 carel

e Cancel
The closing process is aborted. The PRO.FILE session remains open.
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Working with parts in PRO.FILE

8

Working with parts in PRO.FILE

When parts have been searched in PRO.FILE, the results are displayed in form or list
display.

If a part description is selected, the "Edit" menu and the context menu contain various
functions specifically for the working with parts:

M

Part

New versicn/revision
Delete

Copy

Copy search critericn

Status change top-down
Check status change top-down
Notify

Seen and approved

Seen and rejected

Keep in memory for Pocket

New: Creates a new part description. See chapter

B e 'Create new part".
/ Modify )
Duplicate Modify: Opens an existing part description in editing

mode. The description can be changed and saved,
provided that the user has the required permissions.
See chapter "Modify part".

Duplicate: Functions for the creation of duplicates of a

Copy node data
o0 Create link part description with different options for the handling
% BOM editor of related objects. See chapter "Duplication of parts".
Editor . .. . . .
New version/revision: Function for the versioning of
i Lock/unlock
= Change status bills o materials — if the BOM versioning is used.

Delete: Deletes a part description from PRO.FILE,
provided that the user has the required permissions.
See chapter "Delete part".

Copy: Puts the part description into the PRO.FILE
clipboard. The part can then be attached to another
PRO.FILE object or, via the bill of materials editor, to a
bill of materials. See chapter "Copy part master data".

o  Copy search criterion: Copies the search criteria, via which the part was found, to
the PRO.FILE clipboard.

e  Copy node data: Function for the copying of entire bill of material nodes. See
chapter "Copy node data".

o Create link: Uses the object from the PRO.FILE clipboard to link it to the selected
part.

e BOM editor: Creation, administration and editing of bills of materials and BOM
positions. See chapter "Parts: working with the Bill of Materials'".

e Lock/Unlock: Functions for locking or unlocking a part descriptions in order to
prevent a part from being edited by other users.

e  Status change / Notify / Seen and approved/rejected: Functions for the status
administration of part descriptions. The usage for part descriptions corresponds to
the usage of these functions for document descriptions. See chapter "PRO.FILE
status management: Support and Control your Workflow".

e Keep in memory for Pocket: Function for the optional tool "PRO.FILE Pocket". See
operation manual for PRO.FILE Pocket.
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Create new part

8.1

Create new part

This command creates a new part in the database i.e. the part is described by the

master data.

Function call:

"Start' => "New part' or "Edit' => "New part'

r

CheckInWizard

U —

Flease enter the data for the part to be created.

"---.'"s

4 glectronics
cable
component
luster terminal
plug
switch

4 machine element

b nut
plate
b screw
b spring
B washer
4 product
b cover
excavator

housing

4 LI}

-

m

Create part

Item #
ltem Deescription

Classification
Unit

Material

Ident #
Annctation

=
| B‘ Material No.
\Weight (kg)

[ Finish

J[ Comed |

Filling in the data entry is made faster and easier by using the selection functions. If
these are available, this is indicated by the selection button at the end of a field.

If a key characteristics list was created for a product group it will appear in the left
column of the mask or in the corresponding items class field following the respective

selection.

This is where you can enter product group-specific characteristics.

Once all entries were completed the part window will appear in which all entries are

displayed.

If an items class list was selected the key characteristics list that belongs to the part will

also be displayed.
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8.2

Modify part

Parts which are locked by another user cannot be modified. Certain parts automatically
assigned by the system, such as the database number, the part number, the designer
and the creation date cannot be modified either.

Function call:

'Edit' => "Modify’

If the selected part is used in an assembly, the parts usage window appears, as well as a
message which has to be confirmed.

PRO.FILE V8 - procad

Search Edit View Window ERP Integration

. P > 05 copy = = s
IE.:& Q} : E@ / ﬁ °p Crestelink -D- g 0
New New  New New Edit Lock/Unlock o Change Muotify Refresh List  Form  Structure
document part project  objects* CY, Copy search criterion | status
Create Edit | Create link Manage | Cumentdisplay Open in new display
g B Documents [B Documents ) Sructure 13994 m & Al processes [B) Newly created documents B 4 projects HArH
ie=o v B € Ez i B ool Qe Hit count: 11263
|PLMID V L W Part Number Descripion Revision Level Variant Part Status PartCreated By  Parl ~ |
14221 @ 100575 PCE CAN Bus Tesmingior a ENG WIP procad [
14220 100528 (Default) - PLUG PART_5_GEQ A ENG WIP procad 032
14213 3] 100976 : ENG WIP procad 032
14216 3

Part 14215 100967 WIRE 22 AWG BLU PLM Sync with ERP A version|2
lodk\0 PLM Cy EPICOR10EPICO3 p d;
Partis used by other parts.

FLM Sync with ERP

100859 Do you want to madify the part? procad
14213 ; FLM Sync with ERP rocad 0z
o - -
14212 100965 PLM Sync with ERP procad (1]
14m 100864 WIRE 22 AWG BRN A PLM Sync with ERP procad w2
14210 1} 100963 WIRE 22 AWG GRN B PLM Sync with ERP procad w2
14508 S 1nnnen LAARE A R a AP e ek PR — nnm
<] [0 | >
Bill of materials  Bill of materials 85 3 list Exiended bill of material Guantity EOM Browser Listofd_ Partfor_ Mailpro_ Modific_ Versions Where_ Statusi_ Partsu. Status L
T o G oo g @ koA T U HESRE T L8 A
Level  Linellem Gty EUOM Qty Type Descripion Part Number Variant Rev
431 100367 MR ith ERP A F
30 0 0. WIRE 22 WG BLU 1 a £ 14215 D05 E 22 AWG BLU IPLM Sync with ER @
© £F 14214 100959 CAM Bus Termin. PCB Assy LM Sync with ERP A B F
< ] | >

The data entry form will be filled in according to the new entries when the part is

modified.

If there is a specifications table for a specific product group, it will be displayed in order
to be modified.

If modifications are made to the first level of the item class, all other characteristics of
the item class are deleted.

<OK> is used to confirm the entry and, if necessary, open the specifications table to
gather information specific to the product.
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8.3

Modification list save . )
The next L ——
confirmation opens
’rhe modifico’rion |Og Comment for modification
mask, in which notes Change
for the modification (change (Cont) |
log are entered
[ ok J[ cancel |
L=

An entry is not necessarily compulsory (depending on the configuration), but is
recommended. A thorough documentation of all changes provides a comprehensible
"history" of the development of the product.

Delete part

This command deletes a part from the database.

Function call:

"Edit' => "Delete"

If CAD data was saved for a part, it is impossible to delete the part within PRO.FILE. All
CAD data belonging to a particular part must be deleted in the originating CAD system
before the part can be removed.

If PRO.FILE is called from the CAD system, a part with CAD data can be deleted if the
CAD data is originated in the same CAD system.

Before the deletion is carried out, a query must be confirmed as a precaution.

PRO.FILE V8

|
@ Delete this part?

If a part is built info one or more assemblies, a message window appears as well as a
parts usage list with all assemblies where the part is currently used.

Here you can check on whether deletion is permitted and what objects will be effected.
(see Modify)

If one or more assemblies are deleted, the individual single parts built into them will not
be removed from the database.
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8.4

Duplication of parts

PRO.FILE offers several possibilities for the duplication of parts, such as with the bound
documents of the duplicated parts and also the bills of materials that are to be taken on
by the new duplicated part.

The various functions that are available can be activated from the "Edit"-menu using the
menu point "Duplicate" then the function required from the list that appears, when the
part form or the part list is active.

Function call:

'Edit" => "Duplicate"

For the various functions in this menu please see the following chapters:

O part e Duplicate part only

{ Part d t . .
@ Fari cocument e Duplicate part with documents

'lﬁi Part, documents (referencing)
&3 Part, bill of materials (referencing) e Duplicate part with referencing
tﬁi‘ Part documents, bill of materials (referencing) Of ’rhe exis’rinq documen’rs

e Reference part with bill of
materials

e  Duplicate part with bill of
materials and documents

Duplicate part only

Function call:

'Edit' => 'Duplicate’ => "Part’

If when duplicating a part, only the part is to be duplicated, and not the attached
documents, it can be done in the following way:

e  The function "Duplicate" => "part" is called up.

The part is now duplicated. In this way, neither the attached documents nor the bill of
materials will be taken on.
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Duplicate part with documents

Parts can be duplicated so that the part description is changed as well. This is very
useful when creating similar parts that are only very slightly different.

Function call:

'Edit' => 'Duplicate” => "Part, Documents"

The part that is to be duplicated should be highlighted, or activated in the display. After
selecting the function "Edit" => "Duplicate" => "Part, Documents", the entry window will
appear in which the desired changes can be entered.

If the product group is attached to a characteristic bar, this will also be offered to be
changed.

The entered changed data is then confirmed with Next.
Several system messages (information) will then be given, to assist the copying process.

With the function "Duplicate part with documents"; the document that is attached to the
part will be copied as well. The following points should be noted:

As a rule, PRO.FILE will try to duplicate all attached documents. Depending on the
saving mechanism of your CAD-system, it is not always possibke to duplicate all
attached documents. However, these documents can be copied when PRO.FILE is
accessed from within the CAD-system.

Note:

When duplicating parts only the attached documents that the user has the authority to
see will be copied.

Duplicate part with referencing of the existing documents

Function call:

"Edit" => "Duplicate" => "Part, Documents (referencing)"

If when duplicating a part, the attached documents are not also to be copied but
referenced instead, the process is done in the following way:

e  The function "Part, Documents (referencing)" is called up.

e The duplicate part is created.
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e The documents are then attached.

The part is now duplicated. The attached documents are not copied; the new part refers
to the existing documents.

Reference part with bill of materials

) Function call:

' "Edit' => "Duplicate" => "Part, BOM (referencing)"

The duplication of the part master record with the bill of materials is carried out here,
although it is done without the attached documents being duplicated. The assigned bill
of materials is then referenced, and placed together with the copied assembly part
master record, without the affected parts being copied.

The documents attached to the part are not copied.

Duplicate part with bill of materials and documents

} Function call:

i "Edit" => "Duplicate’ => "Part, Documents, BOM (referencing)’

The duplication of the assembly part master record is carried out here. The assigned
bills of materials are referenced, placed together with the copied assembly part master
record, without the affected parts to be copied.

The documents attached to the part are copied too.

@ Note:
When duplicating parts, only the attached documents that the user has the authority to
view will be taken on.
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8.5 Copy part master data

} Function call:

‘ ||Ed“,|| => ||Copy||

"Copy" sends data to the PRO.FILE clipboard (similar to that in MS Windows). However,
you are not able to paste information from the PRO.FILE clipboard into other Windows
Applications.

This function is particularly useful for editing BOMs but also when linking data records,
etc.

8.6 Copy node data

) Function call:

‘ "Edit" => "Copy node data"

With this function bill of materials can be copied. With the function "Copy node data"
Bill of materials are memorized. With the function "Create link" it will examine whether
the part has already a BOM:

e Ifit has a BOM, nothing is copied.

e Ifthe part does not have any BOM, the copied nodes with all values are attached
to the new part.

8.7 Parts: working with the Bill of Materials

An assembly can consist of parts of the same or of a different product type or of several
subassemblies.

Bill of materials which can be divided up into overviews and parts” usage verification,
are created to manage the hierarchical structure. (See menu View).

The data which determine the position of the part in the hierarchy are managed
separately from the assembly part and are allocated to it.

| Function call:

% Edit' == "BOM Editor"
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Bill of Materials creation process

These functions can also be performed
using the Drag & Drop function under
Microsoft Windows (Cf. Drag & Drop
section under Microsoft Windows).

The function Copy copies a selected object
to the PRO.FILE clipboard.

Mark partin list

These functions can also be performed using the Drag & Drop function under Microsoft
Windows (Cf. Drag & Drop section under Microsoft Windows).

The function Copy copies a selected object to the PRO.FILE clipboard.

8.7.1 Add positions to the bill of materials

To add positions to the bill of materials:

e select the part in PRO.FILE that is to be the mother part of the BOM, and
o select the function "Editor bill of materials" from the "Edit' menu.

In the BOM editor, different functions are available to add new positions to the BOM.

The fUI’]CﬁOﬂS differ in the Cockpit &3 All parts 3 Bill of materials Bill of materials editor 202513 X
. | e
method of selecting the parts to =L = 7 GR‘LKG‘L EP ok P e
. . e 'osition uvantty Unit ltem tem
be |nC|Uded n The BOM' FE-’ |0 on |on1onconononiz cir looner
Wiew 3
a iy 1 |1 erk
e  The functions "Insert' and o 2 | cut b oot
@ Copy
"Attach” add parts that have & 2T re— A i
been memorized by the i 2 3 Fast insert
. & 2 |4 Attach E
PRO.FILE clipboard. 0 2 - buten
. 221 ate version i
e  The functions "Fast Insert" g oo E:: - e
and "Fast Attach" offer a > 8 2 23 | Mowngn i
search form to select the o 2 |24 Move et feoaet
. . | Move uj
desired parts from a list to . 2w i
) . yl .ﬁ_ 1 3 Move down Eger
include them in the BOM. o T o Renumber b Ausioger
o3 2 3z % Modify position Eger grob
¢ 2 33 Modify position (single level pass) enfiihrung
ﬂ‘ 2 14 @R Delete position taulischer K
¢ 2 35 Replace positicn 7
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To handle a part memorized in the PRO.FILE clipboards you can use:

e Insert:
The part is inserted into the BOM at the same hierarchical level as the selected
BOM position.

or

e Append:

the part is appended to the active part one level below the selected BOM position.

The functions "Fast Insert" and "Fast Attach" are used to quickly add several parts to the
BOM. If one of these functions is selected, a search form is opened. The results of the
search are presented in a list, from which you can select the desired parts to be added.

The difference of the two functions is again the level, on which the new parts are added.

Note:

; If an assembly from the PRO.FILE clipboard is to be added to a BOM that already
exists on a higher level, an error message is displayed, since this would mean that the
part is used in itself.
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Parts: working with the Bill of Materials

The procedure for the functions "Fast Insert" and "Fast Attach" is as follows:

Select the position in the BOM, where you want to insert or attach a new part.

Select the function "Fast Insert" or "Fast Attach" from the context menu.

A search form for parts is
displayed:

Enter the desired search
criteria and start the search.

4 Stardeed Part
4 Fasterers
Serew

Selt Fin

Phose npansfy the seanch criteria fir the part

Search Part 1
| |
Pt Nmer |
PatFamty
Deseription Fialds ERP Fialds
escrgnon Ongn L ]
escrguon 2 Grow
Oesirgnon 3 Class
" This Bl i
Samilesed 1o ERP. Part Type
ERF Doncrigton Mg Part Siatas
ERS Fusids
Sasrch Werd
Hold Fleason
Unit of Maasure
Weight UM [#]  Volumeum ]
oo enghe Mt v ool
N Seack e
13N Class [«]
Engineering

From the list of search results
select the parts that you want to
add to the BOM. You can use the
<CTRL> or <SHIFT> key to
select several records.

Confirm your selection with =

<OK>. S

1428
107

2
120
1219
216
12
1213

100908 PCB CAN Bus Termnater

K082 (Defolt - PLUG PART_S_GEO
100808 CONTACT SOCKET - 84CCATEG-1
20210 spesker shdssm EXT

o008 CAN Bus Tormn PCB Assy

WARE 22 4G ORG

WARE 22 AWG GRN
CONTACT SOCKET-8ACCATEG
PCB CAN Bus Terminator

® e e

All selected parts are now inserted (or attached)

in the BOM. For each selected part, the entry
form for the BOM positions is displayed. The
title bar of the entry form displays the part
currently handled.

Confirm your entries with <OK>.

Bill of materials position save:20090831-201580 Stift in Freigabe
Create BOM entry

Position # 7
i Quantity 1
| Unit BOM [=] il
i Annotation | |
| i
i |
I |
| \

The search for parts, as described in step 1, is then restarted to add further parts
according to your search criteria. As long as you want to add further parts, you can go

through the cycle over and over again.

If you do not want to add further parts, click on <Cancel> in step 1. The function "Fast

Insert" or "Fast Attach" is then closed.
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8.7.2

Indenting, outdenting, moving up and down

This function moves a selected part within the hierarchical structure.

Function call:

Tab "Edit' => Group "Change position" "Move right',
Tab "Edit' => Group "Change position" "Move left,
Tab "Edit' => Group "Change position" "Move up”,
Tab "Edit' => Group "Change position" "Move down’,

Bill of materials editor 202513

R’ 5
5 3 % Cut
1
[ Copy
o 2 e " Insen
> “ 13 Fastinsert
o 20 Attach
413 1 2 Fast attach
O 2 2 Update version
o 2 22 Update all versions ...
> £F 2. 123 Move right
2 24 Move |
eft
el 2 25 Move up
45 1 3
Q 2 31 Renumber
£ 2 32 @7 Modify position
O 2 13 Modify position (single level pass)
O 2 34 ©9 Delete position
o 2 15 Replace position

Before the function is carried out the list of modifications is displayed. If a part whose
root element comprises of further assemblies is to be indented or outdented, all parts
"under" it will also be indented or reverse-indented. The position number indicates what
belongs to which root elements.

Position number:

The individual positions within the hierarchy levels are separated by a dot and generally
listed by tens, although this is adjustable.

If a part is already in the first or last hierarchy level, it cannot be indented or outdented,
and an error message will be displayed.

PRO.FILE V8

@ Outdent {move left)is not possible!
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8.7.3

<

8.7.4

Numbering
This command can only be used with a building block BOM; the switch to the building

block BOM occurs automatically.

Function call:

Tab "Edit' => Group "Change position" => "Renumber"

CONTACT SOCKET-BACC47EG-1
WIRE 22 AWG BLK

WIRE 22 AWG GRN

WIRE 22 AWG BRN

WIRE 22 AWG RED
WIRE 22 AW/G ORG
WIRE 22 AW/G BLU

The starting point and the size of increment in the numbering must be entered.

Changing information on the position

This command modifies the BOM data. This function can also raise or lower the
necessary number of parts.

Function call:

Tab "Edit' => Group "Change position" => "Change position'
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If this function is used for
several selected positions,
the position numbers and
the variant numbers
cannot be changed.

If the entries are
confirmed, another form
appears into which the
remarks for the list of
modifications can be

added.

The default values for the
position entries are set via
the PRO.FILE

Management Console.

8.7.5 Delete Position

&

with ERP B version'2 lockid
EPICO3 procad 09/24/201

Bill of materials position change : 14210 100962 WIRE 22 AWG GRN PLM Sync
workflow 64405

PLM Component EFICOR10

Change BOM entry

Position & 1
Quantity 1

Unit Stk E]

Annotation

Bill of materials position change

Ausleger in Freigabe

| Bill of materials position change : 20120620-202520 Basis

Change BOM entry

Position #
Quarty
Unit Stk
Annotation |

Remove a BOM item from the current assembly.

Function call:

Tab "Edit' => Group "Change position" => "Delete position'

If the selected part has been built into other parts or assemblies all the places where it
has been added will be listed (the parts usage) after the delete command is initiated.

If a part with any appended parts has been added to any assemblies which have been
locked by another user, a message will be displayed that the part is locked.

Finally, it is possible to add entries to the list of modifications.
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8.8

Link parts
PRO.FILE generally recognizes four different groups of data (entities or object groups):

° Parts

e Documents
e Projects

e Transmittals

Parts and documents can both exist independently of other object groups;

There is often a connection between a document and a part (e.g. test specifications,
setting sheets efc. are necessary for the completion of a part). At this point an allocation
can be made via the function Link

Function call:

Tab "Edit' => Group "Create link" => "Create link"

Linking process:

'@ b
Selectdocumentin list or

Select partin listor

. —

These functions can also be executed using the Drag & Drop function in Microsoft
Windows.

Several memorized objects can also be linked to several selected objects in a list.
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9

Locking and unlocking of PRO.FILE objects

If you want to edit a document or any other PRO.FILE object and want to save the
changes back to PRO.FILE, this object has to be locked from other users from the
moment the changes begin.

e  When a data record is being edited, it is automatically locked by PRO.FILE

e  Only by using the function "Lock" you can make sure, that other users are not
making changes to the same document at the same time.

e With the function "Unlock" the document is made available again to other users for
editing.

For detailed information see the following sub-chapters:

e Locking and unlocking of part descriptions

e '"Lock"the document

e The "Unlocking" of documents

The locking of a document makes sure that the document is not modified by other users
in the meantime:

e Alocked document can be opened by other users via the function "Display".
However, these other users cannot save back any changes to the locked document

to PRO.FILE.

e Ifthe document has been opened and not locked, other users may make changes
to the document in the meantime and save those changes back to PRO.FILE. In this
case, it will no longer be possible for you to save your own changes back to

PRO.FILE.

Note:

A document is locked automatically, if it is opened for editing. A manual locking is not
required in this case.
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9.1

Locking and unlocking of part descriptions

For the work in a team it may be necessary to lock a part description, so that it cannot
be edited by other users temporarily. This lock can be removed at any time, provided
that the user has the required permissions.

Function call:

"Edit" => "Lock/Unlock"

Locked parts cannot be deleted, changed or moved to a different status. Before the part
is actually locked or unlocked, a dialog is displayed.

PRO.FILE V3

-~ ——

H @ Lock allmarked parts? H

[ Yes ] i Mo il

Note:

If the function "Lock/Unlock" is applied to several selected part descriptions, the
change of the lock status (lock unlocked parts or unlock locked parts) is checked for
the first selected part descriptions. All other parts having a different lock status than this
first part remain untouched.

An automatic (temporary) lock is made if the data record is being edited. If the system is
closed unexpectedly, the lock flag remains. It can then be later removed via the function
"Lock/unlock".
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9.2 "Lock" the document

If a document is locked, it cannot be edited by another user!

, Function call:

‘ d "Edit" => "Lock/Unlock"

Tolock @ 1. Mark the object to be locked in PRO.FILE.
document

manually Proceed 2. Select the menu "Edit" from the menu bar.
as follows 3. Select the function "Lock/Unlock".

= With the display of status information in this list PRO.FILE checks:
e whether the user has the permission to edit the document.

e whether the active documents are up to date and have not been modified by a
different user since their opening.

e whether the active document does not already have a lock flag.

= If any of these checks returns a negative result, the document cannot be locked!

4. Confirm with <Yes>. PROFLEVE

@ Lock document?

= By the command "Lock", the access permission to edit the document is checked for
the current user, and the document is locked for all other users in the database.

Once the CAD document is locked, it can be modified. The changes are then saved
back to PRO.FILE via the function "Save".
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9.3 The "Unlocking" of documents

In analogy to the function "Lock" you can unlock documents that have been locked by
you by using the function "Unlock".

Note:

; You can only unlock documents that have been locked by you. The right to unlock
documents that have been locked by other users can only be given to administrators.

. Function call

‘ 4 "Edit" => "Lock/Unlock"

To unlock a Select the document to be unlocked in PRO.FILE.
document Proceed
as follows 2. Select the menu "PRO.FILE" from the menu bar.

3. Select the function "Lock/Unlock"

4. Confirm your selections with <OK>. PROFILEVS .

@ Unlock document?
[ Yes ] I fio il

= The lock flag for the selected CAD document is now removed.

9.4 More information: the dependent tab "Status information"

When working in a list or form, it is very helpful to be able to identify locked parts in a
system message in the status bar of the PRO.FILE window.

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

An automatic lock (temporary) occurs when a record is being edited. If the system is
uncontrollably left, the lock details remain. It can be released again, with the use of the
function Lock/Unlock.

If the function is used on several marked records, the condition changes are made
according to the first record. The record that does not have the same lock condition
remains unchanged.

PRO.FILE Release 8.7
June 2017 Page 200 of 241



Operation PRO.FILE advanced Copy and link PRO.FILE Objects

10 Copy and link PRO.FILE Objects

As already explained in the previous chapters, links can be established between different
types of data objects.

Link process

Linking a document description to a part  Linking a part description to a document

description: description:
Select the document in the list or Select the partin the list or
activate it in the document form activate it in the document form

Select document descriptionin
list or form display

Select partin list or form display

E Create link E Create link

Such links can also be created via drag&drop (see chapter "Note: Document
management using drag & drop').

It is also possible to link several copied objects to several selected objects in a list.
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10.1 Linking of PRO.FILE objects

To create links between PRO.FILE objects, proceed in two steps:

e  Copy the object reference to the PRO.FILE clipboard

e  Creating a link between PRO.FILE objects

For details see the following chapters.

10.1.1 Copy the obiject reference to the PRO.FILE clipboard

: Function call

‘ 4 ||Edi1,|| => “COpy"

The function "Copy" puts the selected object into the PRO.FILE clipboard (similar to the
Windows clipboard, but the information cannot be used in other systems).

10.1.2 Creating a link between PRO.FILE objects

To link PRO.FILE objects (that have been copied to the PRO.FILE clipborad) to another
PRO.FILE object, the function "Create link" is used.

, Function call

‘ d '"Edit" => "Create link"

The copied obiject(s) is/are then linked to the selected object and are displayed in the
structure.

10.2 Versions and link types: static and dynamic links

The versioning of documents and parts affects the links between the PRO.FILE objects.
If a link refers to a versioned object, the question is:

e Should the link be static to a specific version of the document/part, or

e Should the link always be updated and point to the new version of the
document/part?
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10.2.1

10.2.2

In order to meet the different requirements, the link type between two PRO.FILE objects
can be changed from "static" to "dynamic" and vice versa.

The difference between static and dynamic links

e Dynamic link: The document that is versioned is updated in the structure.
e Static link: Only the current version (not future versions) are linked in the structure

Which object types in PRO.FILE allow static and dynamic links?
Static AND dynamic links are possible for the following object type combinations:

e  Projects and documents
e Projects and parts
e Documents and documents

e Parts and documents

How to recognize the current link type

The link type is indicated by different icons for the linked objects. Static links are always
indicated by a "lock":

E;l Static link: The link refers to a specific version of the documents (or par).

[ Dynamic link: The link refers to the newest visible version of the document (or
part).

Document-Document links

In the document structure, there are two basic types of links:

e Manually created links ("Copy" -> "Create link")
e  Links established by a CAD integration

The first links are, by default, dynamic. This means, when a version of a document is
created, the link to this document is automatically switched from the old version to the
new version. The user can change such a link from dynamic to static. In this case, the
switching of the link is not made automatically.

CAD links are not automatically switched, when a new document version is created.

These links have to be updated within a CAD integration. These links are static.

Links between transmittals and documents

Links between transmittals and documents are always static.
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10.2.3

A transmittal is assigneed a specific version of a document: the version the transmittal is

sent with. When a new version of the document is created, the link of the previous
version to the transmittal remains unaffected thereof.

How to change the link type

In the tabs "Browser" and "Where used" the function "Change link type (dynamic <-

static)" can be called from the "Edit" menu.

To change the link type Proceed as follows

View »

e Selectthe
linked object

Document hangelinktype  Editfile

>

D £ New part / ﬂ[;um w =
e
H " B Mew project i ate link o =
in the oo B (el (Al Change Notify | Refresh
e New objects ~ / Modify 2y search criterion | gtatus
structure, fOI’ Create | Editdocumer| [ Dypiicate Create link | Manage | Cument.. | Ope. |
. 2| Cockpit ¥ All parts B Al project; Mmoottt [2 a1 documents
which you £
Y Pl o o 2| B & & B e
want fo - 5 copy
4 B Vertriebsprojekt Projektinitialisierung
Link
ChO nge fhe b ¥y 20120620-202513_Sw Bagael & in Freigabe
. Create
||nk tvpe Lastenheft / Spezifikation ‘Sp-:-z\ﬂ ¥ ‘m [T
ype. a5 Change
99 Delete
[ change link type »][f4 strong <> weak
Editor B o Dynamic <-> static )
File edit y
& Lock/unlock
4 I = Change status
———————————————————— |

e Select the command "Change link type" => "Dynamic — Static'either from the

"Edit" menu or the context menu.
e  Confirm the change of the link type with <Yes>.

° The ||nked ¢ PRO.FILE V8 - PROCAD
. . Search Edit View Window ERP Integration Change link type Editfile
object is now

Boo /@ Boe B e ol

. . T+ ) S S5 Create fin - =

dlsp|oyed with o U Display (B Gpen cory Creste fink Ehar;e Notify  Refresh B
document (] New objects ~ O Copysearch criterion | giagys 1

the changed — ik document i e Crete link Musge | cument.. | ope.

link symbol in [ Cotet Oows  Sirger @ Pt om0 B Al ocumers
IR TELE W LG A kA

the browser.

PROCAD 041022014 Projektinitialisiarung
in Freigabe

Lastenheft / Spazifikation Spezifikation ‘ wax PROCAD 190372014 in Bearbeitung

Schulz

The link type has thus been changed
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11

PRO.FILE status management: Support and Control
your Workflow

PRO.FILE enables a company to control and supervise workflow according to what is
necessary, such as the process of product development or the process of release.

In this way, the organisation of work processes can be shown in PRO.FILE through the
description and setting of separate statuses that each describe a process. A part or
document can be moved from within the set status into a specified order, parallel, or
sequential, and transported from one status to another.

With the status management of PRO.FILE it can be made sure that a part or document
that is set for viewing, noting, or editing, reaches the colleague that it is intended for
and only the colleague that it is intended for, and that it contains all the necessary
information.

The following picture shows a typical life-cycle of a part from design to manufacturing to
archival of the part and its related documents.

l Status: |

The PRO.FILE status management contains the following points:

e Modeling of the processing ways of parts, documents and projects
e Release procedure

e |Infegration of e-mail

e User and access rights

By using user and access authorities, you can be sure that only certain users and user
groups have the right to carry out the status change, while others have the rights to
view, examine, edit efc. documents and parts for all statuses.
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11.1 Transfer of a document, part or project into another status

This feature allows you to transfer a part, document or project from one status to
another status.

Function call:
P
L 'Edit' => "Change status'

After calling this function, a selection menu will appear where you can select the desired
target status.

PLM QOutbox to ERP
PLM Change Pending
PLM Unmanaged
PLM Obsolete

6 Note:
Should several objects that have different statuses, need to be moved using the Status
change top-down, then the status change will only be carried out for those objects for
which this status change is allowed.

11.1.1 Status change depending on several users

A status change can be configured to depend on several users or group branching. All
the users who are authorized to make this change of status have to confirm the change
(sign-off) before it can be carried out.
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a 3 @ 3 @ =

(status1 )

>l —> (s —

An additional dialog box will be displayed after the next status is selected. The right side
of the dialog box lists all users who have to agree to the change in status. The left side
lists the users who have already agreed (signed-off). Users who have not yet agreed are
able to determine whether the change of status takes place.

Reset can annul the agreement of the users. Cancel terminates the sign-off process.

If a user has agreed to a status change with multiple sign-off approval, then no other
status can follow. The selection dialog box for the next subsequent status will not be
displayed.
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11.2 The functions "Seen and approved" or "Seen and rejected"

The functions Seen and Accepted or Seen and Rejected cause an entry o be made in
the status log which expresses either acceptability or rejection of a processing step.

This function documents the process of authorization and the checking procedure
without determination of a status definition in advance.

£ Al parts W Ml processes B 2 projects €3 Bl of matesials editor 14221 £ Bl of materials editor 14214 WAy ¥
BB € &m0 P i 8| Hitesunt

Document D V L: W Document Type ERPID Thumbaail Doc Revisin Doc Version Doc Stas File Nome
»oo1mE CAD Model A ] ENG WP
< m »
Browser Versions Dk L m log Partform Listofparts Whereused Status nformation Document dependence Document usage
G &

Promaoted On Fromated By From To

11.3 Problems with status changes

An error message will appear if a change in status is not possible.

The error message includes, for example, an ID number as well as the designation and
the PRO.FILE ID of the part.

PRO.FILE V8 — -

20071017-200060 M5 6th Gear in Freigabe
Cannotbe transferredinto anotherstatus

There are several possible causes for this. In particular, the workflow definition in the
administration functions and the way the user rights are regulated should be checked as
well as the possible existence of a lock message.

The current status is shown in the dependent tab "Status information" like the Lock
function.

If one or more errors occur during this action, they will be shown in an error window.
The error window is made up of two columns, error message, and brief information
relating to the affected object.

The actions "Edit, Copy" and "View, List" are usable for the data in the window.

PRO.FILE Release 8.7
June 2017 Page 208 of 241



Operation PRO.FILE advanced Status change top-down

11.4

Status change top-down

If an assembly or other structure consisting of linked parts, documents or projects is to
be transferred into another status, it can be quite tedious to select each object
individually.

For this purpose, the function "Status change top-down" is available. All objects linked to
the mother object are then transferred into the same target status.

Function call:

"Edit" => "Status change top-down'

In the following table you can decide which linked objects should be transferred into the
next subsequent status.

-
Choose the depth for status change top-down

Here you can choose for which structure levels parts, documents and projects will be considered for the status change

top-down.
Pleaze note that the top level object will always be moved, regardless of the selection.

Parts Documents Projects

L

i| | © Mone ) Mone ) Mone
@ First Level @ First Level @ First Level
oAl oAl Al

ok ][ Cancel |

The selection for parts is on the left hand side, the selection for documents is on the
right. The following settings are available:

e None:
No parts or documents are included in the workflow.

e  First level:
Only those parts or documents of the first, subordinate level are included.

o Al

All parts or documents in the structure are included in the workflow.

Note:

Should several objects that have different statuses, need to be moved using the Status
change top-down, then the status change will only be carried out for those objects for
which this status change is allowed.

The user selection regarding the depth of documents and parts for "Status change top-
down" is saved in the database when PRO.FILE is closed. After a new start of PRO.FILE
the saved setting is displayed again when the function "Status change top-down" is used.
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11.5

Attention: Status change Top-Down without transmittals

Transmittals are not part of the status handling. When a status change top-down is
applied to a project, the linked transmittals are ignored.

Real-time simulation of the function "Status change top-down"

The function "Check status change top-down" gives users the possibility to simulate a
change of status before performing the actual status change.

This allows them to verify whether the desired change of status can actually be carried
out as planned.

Function call: "Edit"

=> "Check status change top-down'

Often related documents are in different workflow statuses, under circumstances also in
statuses with lock entry or the user has no access rights. Then the "Status change top-
down" cannot be performed correctly.

In the following table you can decide which linked objects should be transferred into the
next subsequent status.

-
Choose the depth for status change top-down

Here you can choose for which structure levels parts, documents and projects will be considered for the status change
top-down.
Please note that the top level object will always be moved, regardless of the selection.

Parts Documents Projects

[]

i | © Mone ) Mone ) Mone
@ First Level @ First Level @ First Level
[ [ © Al

ok [ Cancel |

After the selection is confirmed, PRO.FILE simulates the status change and displays a list
of problems that would occur if the status change were performed for real.

i Message list — - —
Mezsages WF LK ltem # Item Description Created by
» E2DD?1D1?—2DD132Wagenheber in Bearbeitung The target status cannot be reached from the initial status 20071017-200132  ‘Wagenheber schulz

[ ok ] [ Cenee

Problems during the planned workflow can be checked and eliminated.
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11.5.1 Problems during Status change top-down

With the pure simulation, a disturbance of the data structure can be excluded for the
actual status change.

Note:

The function "Check status change top down" is a pure simulation. No actual status
change is performed.

11.6 Notify

Messages can be sent to the user with the help of a report generator and a mail
interface. The user who has been informed is documented in the status log.

Further information on the operation of the mail interface can be found in the manual
of the PRO.FILE Mail Connector for Lotus Notes or Microsoft Outlook.

The function "Notify" is available for documents, parts and projects.
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12

12.1

Transmittal: digital dispatch list with PRO.FILE

The functions for using "transmittals" in PRO.FILE are described in the following
chapters:

e  Whatis a transmittal

e  Working with "Transmittals"

e  Further Functions for transmittals

e Link between transmittals, documents and projects

e Delete a transmittal

e  Functions to lock/unlock a transmittal

e How to send a transmittal

What is a transmittal®

With PRO.FILE the user can access an object type called "Transmittal". Transmittals are
distribution lists containing documents that are stored in PRO.FILE. Transmittals are used
to record the distribution of documents with customers, external service providers and
suppliers.

Large projects use transmittal to record drawing and document numbers along with their
version and revision states, documenting the project’s progress and responsibilities.
Transmittals record the actual document versions at the time of distribution.

PRO.FILE manages transmittals as independent objects that allow assignment of CAD
file and document versions.

You can display the structure of any transmittal using the browser. You can modify the
structure as long as the transmittal has not been sent.
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PRO.FILE V8 - procad
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The transmittal object features a distribution date, twenty string and five numeric
database fields. These can be configured by the administrator in the PRO.FILE
Management Console.

12.1.1 Informal or referencing: What types of transmittal do existe

If documents are linked to a transmittal, the editing state of the documents at the time of
transmittal sending is documented.

The question now is, whether the linked documents can be changed after the sending —
or whether changes can only be made to a new version/revision of the documents.

There are two types of transmittals serving both of the above options. You can decide at
different locations, which type of transmittal you want to use:

e Referential transmittal
In case of a referential transmittal, all documents of the document structure are
linked to the transmittal after sending. These linked documents can only be

modified by creating a new version or revision. The sent state of the files is thus
fixed in PRO.FILE and cannot be changed.

@ Note: Referential transmittal

In order to change a document sent with a referential transmittal, a new version or
revision of the document has to be created.
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o Informal transmittal
In case of an informal transmittal, the files of the sent documents are packed in a
zip file. This zip file is saved in PRO.FILE. A document description is automatically
created in PRO.FILE and linked to the transmittal. This document description cannot
be modified. The original documents themselves are also linked to the transmittal —
however, they can be changed after sending. The sent state of the files remains
fixed in the zip file.

12.2 Working with "Transmittals"

Before you can attach documents or CAD files to a transmittal, you must create a
transmittal description first.

A form is displayed for entering transmittal meta data. After completion, the entire
record will be displayed in the current window.

Transmittals may be modified as long as they have not been sent. Once sent, you will
no longer be able to modify the transmittal.

Proceed as e Step 1: Creating a transmittal
follows

e Step 2: Link documents to be transferred to the transmittal

e Step 3: Lock transmittal and send it

12.2.1 Step 1: Creating a transmittal

Data is transferred from PRO.FILE to the recipient via transmittals. This means that a
transmittal has to be created in the first step for the transfer.

If you already have a transmittal that you want to use for the transfer, you can skip this
first step and continue with "Step 2: Link documents to be transfered to the transmittal".

. Function call: Create a transmittal

3 "Start" => "New transmittal"
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Proceed as follows
Please enter the data for the transmittal to be created.
| <7

1. Create a new

transmittal, either via PRO.CAD USA Inc. 1001 S Water St Burnet, TX. 78611 - 512.656.9957

. Create Transmittal
fhe fU nction Costomer r o] Created By
“COCkp”'“ => |C0n Transmital Name | \ Crezted On
| Changed On
"Create Transmittal" County Cranced
. Address Status |
or via City Date Transmitied
: = e e enien L 1
Menu: "Start" => s -
“New oblecfs" => Transmittal Nomber [ | Job
. Transmittal Ty |:| Send Alert v
"New transmittal". "
Transmittal Type Comments |

2. Enter the required e ‘I

information for the

description of the new

transmittal.
3.  Confirm with

<Finish>.

= The transmittal has
been created.

6 Note: Automatic linking in case of activated project

If a project is activated (visible in the PRO.FILE title bar) while the transmittal is created,
the new transmittal is automatically linked to this activated project.

12.2.2 Step 2: Link documents to be transferred to the transmittal

The document is transferred to the recipient via a transmittal. The document therefore
has to be linked to the created transmittal. Proceed as follows

1. Start a search for the document to be transferred via "Selection" = > "Documents".

2. If the document

is displayed in
list view, please
select it.
(If it is displayed s I D Lo
in form view, it ‘Aowems 0
is already e o .
selected). S0 || e e, G . bt So Mok bl s S . Ot . Ot o
SE ARl IS
m BB Fon NewPesegDeice  Sweles A O ey o CAD Sy manager (TR0 A&
e
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&

12.2.3

Proceed as
follows

Note: Transfer of several documents — select several documents

Of course you can transfer several files simultaneously from PRO.FILE to PROOM. To
do so, select all the documents you want to transfer. The files from all selected

document descriptions are then copied to PROOM.

. rile eont »
Select the transmittal for transfer: -
Transmittal . » Customer Drawing
3.  Open the context menu for the Exportdocument > BOM Rpt
selected document (right mouse 2zl (10031)
button) and select the function mport document =
"Transmittal" @ Lockfundock —

All transmittals to which documents
can be linked are now listed in the
sub-menu.

Note: Only non-locked transmittals can be selected

For the linking, you can only select transmittals that have not yet been sent or locked

for sending.

4. Confirm the security question,

whether the document is to be o e dot
| . k d h . I . h '8 Photo New Pointing Device Stateless A 0 version\0 lock\0 workflow\0
inked to the transmittal wit 27422.png No CAD-Syst{xg-0 EPICOR10 EPIC03 manager 07/12/2007 0 0'
with the transmittal
< Yes >, 'PROCAD USA Inc. Customer drawing 0010075 free 0.00000"

belinked?

5. The document is

now linked to the * 58 8|/ =l o
. m&wwa New "N" N'-B. £dn  Leck/Unlock Retresh List Form Structure

transmittal. The itz e | e e (e

. . .. . = P Cockon L A Tramamaals B Oocument

link is visible in e R R e o e e

. 5 ks || Cutomer Teanam Tr ZiPco Cay

the structure view e B ey

of the transmittal s

and in the Poadall © =

"Where used" list S| R T

of the document. U St || 4 A OGO VSRR S . o
- 100 ) NE Pow New Ponsieg Device Statedens A ° vesid o
-wem Y 0

6. If you want o add more documents, repeat this process.

Step 3: Lock transmittal and send it

You can now start the transfer of the selected files.

1. Select the transmittal to be transferred.
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2. Select the function

"Lock before sending'
from the "Edit" or
context menu.
[ Uscoming tasks Customes Teansmi Teanssusd Nome ZiPco  Cay
. . 5 Comcleted tasks » Niew
3. The transmittal is now e b
locked and ready for g D 2
. 4 3¢ Fovortes vy
sending. e et
4 2 procad <]
Foldenn < wnm
4 Stneions B Trmamaniteg , PROOMOxa #ROOM DocumertOna
O MPwa | 4 b DO PROIS Copy Customer draweg. oo 000000
) leBox- Hew Bl w0 Crestelik Swwess & ° o o
B demo Eaeer
“ Show Message
= sﬂ Lock/Unlock

4. Select the function "Send" => "E-Mail" from the "Edit" or context menu.

— Adialog for entering the recipient and [ Gheessieapients

the message text is displayed e L=
External recipierts =

Message body
o

5. Enter the internal recipient (=name of the PRO.FILE user) or the external recipient (e-Mail

address).
6. Add a message text.

Click <OK> to send the transmittal.
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12.3

Further Functions for transmittals

Prior to sending a transmittal, commands for creating, editing and modifying are offered

by PRO.FILE.

You can select a transmittal by using the "Transmittal" command from the "Search"

menu. PRO.FILE will then display a form that allows for entering search criteria.

When a transmittal form is activated, a special menu for the handling of transmittals is

available.

PRO.FILE V8 - PROCAD

Create:

View  Window

Create a new /@ Xoe P |5 %
. | d . b d Edit LockfUnlock LD DUPlicte ™| °8 Crestelin Refresh Li Structure
transmittal as describe Edit | Crestelink | Cuentdispley | Openinnewdisplay |
in the previous chapter =~ * oot Do [CTEHEER © «onres
| . EIEEEEIRE § 7 0|0 8| Hecome2
Sfep 1 : Creoh ng a © Createdby Couny City ZIPcode Creatodon
. [J FROCAD GmbH & Co. KG ‘ Max Mustermann View » B 0700720 I
fro nsm |H‘O | ! . PROCAD GmbH & Co. KG Lamga Transmittal Karlsruhe 0710772014
I L create
« e —
.f . / Modty
MOdIFY' " Browser Transmittsl form \hereused  Status informaticl Duplicate b lDats
. a G BB Y e Delete W o
Change the transmittal e e s s s alE | e : ;
.. . . 4 [ MaxMustermann PROCAD G| o Unlock before sendin W70 free 10028
d escCrli pho n. C h an g n g IS [ [ Asderungsantrag Send ¢ » |07/07:2014  Anderungsantrag gestellt 107133 H
: 4[] ) CAD-Dokument Rusleger Select linked documents | 251072008 _in Bearbeitung 101721 3D Shape E|
Only pOSSIble OS |Ong OS ] [ cap-Dokument Basis_Aus| 5 copy 26/07/2008  in Bearbeitung 101722 3D Model
fhe frO nsmiﬂ-ol hos nof [ [ crD-Dokument Ausleger Gl on Craste link 2500712008 in Bearbsitung 01723 30 Model
[] [ CAD-Dokument Bolzenfihiy  ggitar 4 250772008 in Bearbeing 101724 30 Model
been Senf or Iocked for [] B caD-Dokument Hydr_Kolbef CErtE=m 2507/2008  in Bearbeitung 101725 3D Model
. — @ Lock/Unlock
sending.
Duplicate:

Using the "Duplicate" command, you can copy a transmittal including its structure.
PRO.FILE will offer you the opportunity of modifying the transmittal description
before the duplication process is complete.

e Duplicate: The transmittal is duplicated with the recently linked versions of the
attached documents.

o  Duplicate with newest versions: The PRO.FILE transmittal is duplicated with
the newest versions of the attached documents that are visible for the user.
Please note that there may be newer versions that the user is not allowed to
see.

e Duplicate with newest, released versions:
The PRO.FILE transmittal is duplicated with the newest versions of attached
documents that are in a released status and are visible for the user.
This does ignore versions that are newer but not released or that are released
but not visible to the user.

Delete:
Deletes a transmittal that is not locked or has not been sent yet. See chapter
'Delete a transmittal".

Lock before sending / Unlock before sending:

A transmittal can only be sent if it is locked. If you want to modify a locked
transmittal before sending you can unlock it again.

See chapter "Functions to lock/unlock a transmittal".
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e Send:
To send a transmittal, you have to select the sending method: Via e-mail, via
report or as data transfer to PROOM.

See the following chapters "How to send a transmittal" and "Via transmittal: Data
exchange from PRO.FILE to PROOM".

e  Select linked documents:
If there are many documents linked to a transmittal, you can use this function to
start a search that only relates to documents linked to this transmittal.
The displayed search form is the usual search form but the result is limited to
documents linked to the selected transmittal.

e Copy:
With this function, a transmittal is "copied" in order to link it to a project. See
chapter "Link between transmittals, documents and projects".

e Create link:
This function is used to link "memorized" documents to the transmittal. See chapter
"Step 2: Link documents to be transferred to the transmittal".

e  Show message:
If a message has been entered during the sending of the transmittal, this message
can be viewed with this function at a later time. If no message has been entered or
the transmittal has not yet been sent, no message can be displayed and an error
message is shown instead.

e Lock/Unlock:
This function locks the transmittal so that it cannot be modified by other users. The
procedure is identical to the locking of other PRO.FILE objects. The lock can be
removed by using the same function again.
For more information see the chapter "Locking and unlocking of PRO.FILE

objects".

12.4 Link between transmittals, documents and projects

In order to work with transmittals within the PRO.FILE structures there are two
possibilities for linking:

Link a document to a transmittal:

PRO.FILE offers "Create link" and "Delete Link" commands for maintaining the structure
of transmittals.

e 'Link" results in the insertion of a document or CAD file that has been previously
copied to the PRO.FILE Clipboard. You may remove documents or CAD files from
the transmittal as long as the transmittal is not locked or has not been sent

e Once the transmittal has been sent, it can no longer be modified. Already
distributed transmittals are write-protected.
A detailed error message will inform you about the error.

To directly link a document from the PRO.FILE document list to a transmittal see the
previous chapter "Step 2: Link documents to be transferred to the transmittal".
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Proceed as
follows

12.5

12.6

Link a transmittal to a project:
You can "Copy" one or several transmittals and "link" them to one or several projects:

1. Start a search for the transmittal to be linked via "Search” => "Transmittal". If the
transmittal is displayed in list view, please select it. (If it is displayed in form view, it
is already selected).

2. Open the context menu for the selected transmittal (right mouse button) and select
the function "Copy".

3. Now select the project, the memorized transmittals has to be linked to. If the project
is displayed in list view, please select it. (If it is displayed in form view, it is already
selected).

4. Open the context menu for the selected project (right mouse button) and select the
function "Create Link".

= The transmittal is linked to the project.

= The link is shown in the "Browser"-tab for the project as well as in the "Where used'-
tab of the transmittal.

Note:

Transmittals can only be linked to projects.

Delete a transmittal

You may delete a transmittal that has not been sent from the database using the
function "Delete" from the "Edit' menu.

PRO.FILE V8

@ Delete this transmittal?

|__ [oves JEZRETT)

Once sent, you will no longer be permitted to delete a transmittal.

Functions to lock/unlock a transmittal

e  The function "Lock before sending" protects transmittals from access and
modification and makes them ready for sending. Only locked transmittals can be
sent.

e  The function "Unlock before sending" is used to make a locked transmittal available
again for changes or atftaching further documents.

e "Unlock before sending" is only available until the transmittal has been sent. It is
then no longer possible to unlock it.
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12.7

12.7.1

12.8

How to send a transmittal

By sending a transmittal, the transmittal is stored and can no longer be modified nor
deleted. In this way, a transmittal protocols the status of the aftached documents beyond

doubt.

No usage data is sent with a transmittal. A transmittal only contains references to the
meta data.

A transmittal has to be locked before sending. It is not possible to send an unlocked
transmittal.

PROLFILE W8

@ The transmittal is unlocked

After locking, the transmittal can be sent using the function "Send" from the "Edit" menu.

If you use the function, you can then enter the internal recipients (PRO.FILE users) or
external users (e-mail addresses). You can also add a message text.

Choose recipients
Internal recipients | procad E]|
E sternal recipients | uger@company. com E]|
tessage body Thiz is the message body. I

[ 0K ] [ Cancel ]

If the screen is confirmed with <OK>, the transmittal is sent.

From this moment, the transmittal is marked with a sending date. The transmittal can no
longer be changed.

Using the report interface (option) for transmittals

Via the report icon in the browser display, the title sheet of the transmittal can be
displayed. It is also possible via this icon to display the sent files and protocols of the
sending process. This function is not available in the PRO.FILE standard but has to be
configured customer-specifically.

Via transmittal: Data exchange from PRO.FILE to PROOM

Starting with PRO.FILE 8.3 Servicepack 7, PRO.FILE contains functions for the exchange
of files between pf and PROOM. It is thus possible to publish files from PRO.FILE directly
in a project space in PROOM. After the selection of the documents to be transferred,
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these are linked to a transmittal. This transmittal is sent to a publication place in
PROOM, and the linked files are uploaded there.

See the following chapters:

e  Step by step: Data from PRO.FILE to PROOM
e Dependent tab: Information on the sending

e  Manage PROOM access

? Note: What is PROOM?
l PROOM is the web-based portal with virtual project spaces for easy uploads and

downloads of files of several gigabytes in size.

PROOM is the Microsoft Cloud Service Partner Excellence Award winning solution of
2011 and uses Microsoft's cloud solution Windows Azure, so that companies can
exchange XXL files quickly and easily.

PROOM offers:

e Work in the team! — Concentrated collaboration directly in the virtual project
space

e Simple exchange of large files via mouse click
e High data security

e Individual access permission concepts

e Access anywhere anytime

e Integrated activity log

e  Significant time saving

e Simple to use

e Adjustable to corporate design

PROOM is suited for all business and private customers who want to
e exchange large files quickly and easily,

e access their files securely from anywhere,

e keep an overview of who has uploaded which files, but also who has downloaded
them and when.

For detailed information see www.proom.de
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12.8.1

12.8.2

-

Proceed as
follows

Step by step: Data from PRO.FILE to PROOM

e Foursteps are required to upload files saved in PRO.FILE into a project space in
PROOM. Just follow the instructions in the following sub-chapters:

e Step 1: Creating a transmittal

e Step 2: Link documents to be transfered to the transmittal
e Step 3: Lock transmittal and send to PROOM
e Step 4: The "Publish" dialog

Step 1: Creating a transmittal

Data is transferred from PRO.FILE to PROOM via transmittals. This means that a
transmittal has to be created in the first step for the transfer.

If you already have a transmittal that you want to use for the transfer, you can skip this
first step and continue with "Step 2: Link documents to be transfered to the transmittal".

Function call: Create a transmittal

'"PRO.FILE" = > "Start" => "New transmittal"

1. Create a new fransmittal, e.g. via the functions
2. 'Cockpit' => Icon "Create Transmittal"
3. Menu: "Start" => "New transmittal"
4. Enter the required
. . Please enter the data for the transmittsl o be created. | ]
information for the et
description of the new
R PRO.CAD USA Inc. 1001 S Water St Burnet, TX. 78611 - 512.656.9957
transmittal. Create Transmittal
Customer "PROCAD GrbH & Co. KG [v] Croated By
1 1 Transmittal Name Customer drawis Created On
5. Copﬁ'rm with 2] S~
<Finish>. oy Garnany O Chargedy
Address Vincenz-Priefnitz-St Seatus
City Katbsnube Diate Traramitid
State [+] )
ZIP code 7%131] e
Transmittal Number Job
Transmital Type Send Mart [+]
Transmittal Type Comments
Transmittsl Comments
Prejoct Commants
[Fnn ][]

= The transmittal has been created.

PRO.FILE Release 8.7
June 2017

Page 223 of 241



Operation PRO.FILE advanced Via transmittal: Data exchange from PRO.FILE to PROOM

12.8.3

Proceed as
follows

&

Step 2: Link documents to be transfered to the transmittal

The document is transfered from PRO.FILE to PROOM via transmittal. The document
therefore has to be linked to the created transmittal.

1. Start a search for the document to be transferred to PROOM via "Search" =>
"Documents".

2. Ifthe
document is
displayed in N N M— e T
list view, B e
please select
it.

(If it is

disployed iﬂ Ol Browser Versions Document des Mailproioosl Siatslop Modbcaion log Partform Listol pans here vaed Sisha inkema. Deument dop. Document usa.
Voo on| B O BB S G| BB kA

B e GRS Hit coumt: 1
L: W Documant Typm Thumbesl Do Rvision Do

form view, it is o
o 1o m

already o
selected).

B0 Floo NewRorsegDevics  Saiskess 4 0 T2prg Mo CADSysteerD manager OIZG07 v

Note: Transfer of several documents — select several documents

Of course you can transfer several files at the same time from PRO.FILE to PROOM.
To do so, select all the documents you want to transfer. The files from all selected
document descriptions are then copied to PROOM.

Select the transmittal for transfer:

3. Open the context == - _
| Transmittal o » Customer Drawing
menu for the Erportdocament 1% BOM Rpt
selected document Extemal copy (10031)
(right mouse Import document test
button) and select | @ tockunlock | (0023
the function = r

"Transmittal".

4. All fransmittals to
which documents
can be linked are
now listed in the
sub-menu.

Note: Only non-locked transmittals can be selected

For the linking, you can only select transmittals that have not yet been sent or locked
for sending.
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5. Confirm the

security question, T e
'3 Photo New Pointing Device Stateless A 0 version\0lock\0 workflow\0
W h e’rh er fh e 274202.:n9al“!'o C'l':()’-'gys:‘"ce a’lcgfzsw E\,r]ecr:;o':\m:qé 0;7012123:7\0 0
. with the transmittal

document is to be 'PROCAD USA Inc. Customer drawing 0010075 free 0.00000°
. belinked?
linked to the X

. . Yes H No
transmittal with
<Yes>.

6. The document is

now linked to the Ba® g |/ & X P~ o [HE%
New  New New 173 Retresh List  Foem Structure

transmittal. The e A ’ e

. . .. . P Cociot L Al Tromemaals B Oocument§

link is visible in ‘e e E W] § T T

the structure view o e o] o

of the transmittal it

and in the "Where | | "™ |l .

. >3 o Browser  Tranws Where Sats whormaton  PROOM Oata  PROOM Document Dsts

Used” |IS1‘ Of ﬂ’]e ‘;:u‘- Y| - ';:wh‘v“‘\m. (=2 ﬁ“* &

document. 1 St | |4 B PR USARE Comrrsrary o
[ R-AL) L Prot New Porsieg Devce Statetens A ° verssond) o
—sim Y 0} >

7. If you want to add more documents, repeat this process.

12.8.4 Step 3: Lock transmittal and send to PROOM
You can now start the transfer of the selected files into a desired PROOM project space.
FPrlclnceed as 1. Select the transmittal to be transferred to PROOM.
ollows
2. Select the
function "Lock v
before sending" | Tl T e | e | cmsn | omnmssn
. Y e e e [ ——
from the "Edit" or B e on [0 B € W] 0 ol B W
context menu. el R — = - T e
43, SmartSench Tansina
. . B A8 C2D Mosels e Crente
3. The transmittal is s 5l
now locked and 2t -
. 4 2 procad <] 2
ready for sending. " G WWJM e —
- o Yo o o St Redend docomens LI 'Y
::::h 4 i mes PROS) Cepy Customer araweg b 00000
) B - New L Phot O Create fink Seawless A ° vemond e
B demo (%) Editer v
Show Message
< 3ﬂ Lock/Unleck 3
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4. Select the function "Send" => "PROOM"

from the "Edit" or context menu.

Luplicate
Delete

Editor

Show Messane

4  Lock before sending

(g Unleck before sending

[ send Vo ema
Select linked documents Report

[ Copy

@0 Create link

5. The publication dialog is displayed, as described in the following "Step 4: The

"Publish" dialog".

You now have to specify which publication place in PROOM is to be selected with which

For this purpose, the publication dialog is displayed.

Please enter the publication destination and the options for the documents, that will be published.

12.8.5 Step 4: The "Publish" dialog

publication and transmittal options for transfer.
Erlcl)ceed s 1. Select the
ollows PROOM folder,

into which you
want to transfer
the data.

You can select
project spaces
and folders.

2. Select the
transmittal type.

3. Select the desired
options, as
described below.

Fusisinng destration  PROOM
FROOM Falder [~
Publshing options
Commeet field (] Document type + [v] + []Dste ctecrestion
Delete date [v]
Validity time intervall | 01192076 [v] 1o [v]
Transmtal
Transmital type ® Informal ) Refisrental

Document type (ZIF) || []

Publish | [ Abort

4. Confirm the transfer with the <Publish> button.

The files listed in the publication dialog are now uploaded into the selected PROOM
folder. The transfer is then finished.
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Options and selection possibilities in the publication dialog

The following settings can be made in the publication dialog:

1.

&>

PROOM folder: G L1 |
Via the selection list of this field, you ”ﬁﬁ?ﬁﬂé’iﬁ“ﬁf H
specify the folder/project space in S

which the files are to be published. Comment feld i Videos

PROOM accesses have the icon “=,
project spaces have the icon i,
folders have the iconi.

Manage accesses:

If required, you can configure multiple accesses to different PROOM project
spaces. This is done via the button <Manage accesses> and is described in the
following chapter "Manage PROOM access'.

Publishing options

Comment Fleld Comment field [] Document type + + [¥] Date of creation

With this field you can transfer
information into the comment field
of PROOM.

You can select the document type, a
field from the document description
and the document date.

The result of your selection can be seen in the file list in the column "Description".

Delete date:
The deletion date specifies the date at which the transferred files are automatically
deleted in PROOM. If no date is specified, the files are not deleted.

Validity time interval:

The time specified via the fields "Validity time inferval” and "to" specify, from when
and until when the PROOM users are allowed to see the files. At all other times,
the files are invisible for the users — except the project space managed, who can
always see them.

After the expiry of this time, the files are not deleted but only become invisible.

If the field "to" is not filled, the files are permanently visible.

The time specified in "from" can be in the future. Example: With the validity range
from 12/28/2019 to 01/03/2020 you can make the files visible only during the

change to the next decade. The files are then visible from 12/28/2019 0.00 a.m.
fo 01/03/2020 11.59 p.m.
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6. Reference type:
Select via the radio button, whether the transmittal is a referential or informal
transmittal.
In the standard, "referential" must be selected.
Detailed information on the transmittal type can be found in the previous chapter
"Informal or referencing: What types of transmittal do existe".

7. Document type (ZIP):
This selection is only possible for informal transmittals. For informal transmittals,
the status of the transferred files is frozen in a ZIP file and archived in PRO.FILE.
The document type to be assigned to this ZIP file can be specified with this
selection.

12.9 Dependent tab: Information on the sending

For each transmittal via which files are transferred infto a PROOM project space,
information on the transfer can be viewed in the dependent tabs "PRROM document

data" and "PROOM data":

"PROOM document data"
/ ﬂ X Leschen By e 5 Kapieren e Mirslung snzeigen L Sperren fur Versendung g Ml
. . . e uretmpann 13 DU © o vertripten ) Etiptrren ot vesencung | B, Repon
This tab displays the following | i | i | i |2
information: e i D
o N el W T
1. The "description” as it is e || e =
entered during the sending of S — —
the transmittal in the T S —— T —
pUb|ICGfIOI’1 d|olog :;mam Wit 10063072 s ane 1oz ats
) Frogagebans Phech
2. The "Start date of the -

transmission" at which the
upload of the file to the
PROOM project space was
started.

3. The "End date of the
transmission" at which the
upload of the file to the

PROOM project sauce was
finished.

PRO.FILE Release 8.7
June 2017 Page 228 of 241



Operation PRO.FILE advanced Dependent tab: Information on the sending

"PROOM DGfG" PRODOM Document Data | Status information M] Browser | Transmittal
This tab displays the transfer
information entered in the e [PanseA0 AL P20
publication dialog upon the upload Documenttoe [erecked
if the file to PROOM: Decument i |
1. Into which "PROOM folder" posurent e |
has the file been uploaded? Delte cate I
2 Was the "Document typeu Valid frem [p2/0272012 00x00.00
indicated in the comment field v |
for the description? Tranamital bpe =
3. Which "Document field" from poeumenve [eusazeas
the document description was state [Freaed
used in the comment field for Sta dete of o |
the description of the transfer? End el o b |
4. Was the "Document date" used
in the comment field for the
description?
5. Was a "Delete date" assigned,
at which the transferred files
are to be deleted in PROOM?
6. "Valid from": From which date
on are the files visible in
PROOM?2
7. '"Valid to": Until which date are the files in PROOM displayed? (After expiry of this
date, the files become invisible and can only be accessed by the project space
manager.
8. Which '"Transmittal type" was used (informal or referential)2
9. If the transmittal type is "Informal" the transferred files are archived as ZIP file in
PRO.FILE. Under which "Document type (ZIP)" is this file archived?
10. Which "Status" does the transmittal have?
11. At which "Start date of job" has the upload of the files to PROOM been started?
12. At which "End date of job" has the upload of the files to PROOM been successfully

been finished? (For very large files, the start and end date may be different. The
end date always shows the successful finish of the order).
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12.10 Manage PROOM access

In the publication dialog for the upload of files from PRO.FILE to PROOM project
spaces you can manage your PROOM access.

This can be done via the button <Manage access>.  Publishing destination in PROOM
PROOM Folder |

. [ ccess managir o ) [
A click on the button opens < Ui
Please enter your access data and fill your list of PROOM accesses.

the windows for the access I

PROOM access data List of your accesses
management. ame st s
|PROOM [=]

To configure a new PROOM -
access, Proceed as follows . ‘

Login name

[ Mustermann ]

Passurord

1. Select the desired PROOM access in the field "Name of access'.

Note:

; Direct accesses to PROOM can only be created by the administrator in the PRO.FILE
database.

By selecting the access, the field "URL" is filled automatically.
Enter your login name for the selected PROOM access in the field "Login name".

Verify your login by entering your "Password" in the field of the same name.

oA W N

Via the button <Test> you can check whether the access data has been entered
correctly and access is thus possible.

Confirm your entries via the button <Transfer fo list>.

If the new access is displayed in the "List of accesses", you can use it in the future for
data transfers.

8. Finish your access management changes with the button <Save>.
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Changing an existing PROOM access

1. To modify one of your existing List of your accesses
PROOM accesses select it in the "List Access
of your accesses". ¥ PROOM:PROCAD

2. Click on the <Modify> button.

Change the access name, login
name or password — as required.

4. Confirm your entries via the button
<Save>.

[ Moty J[L Remoe |

Deleting an existing PROOM access

1. To delete on of your existing PROOM accesses select it in the "List of accesses".
2. Click on the button <Remove>.

3. The access is permanently deleted and removed from the list of accesses.

Attention:

A deleted access cannot be restored. If you have deleted an access by accident, you
have to create it anew.
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13

13.1

13.1.1

Optional: The PROOM Integration in PRO.FILE

Note: Licenses for PROOM required
To use the PROOM integration in PRO.FILE, you need a PROOM Enterprise License.

PROOM is a Cloud solution for the document exchange in technical comoanies — it is
used for the simple and secure exchange of files with partners, cusomters and suppliers.
PROOM uses modern, cloud-based project rooms with permission and access control.

See the chapters: @ @ @ @
e  Settings for the PROOM access

Uplcad Download Settings PROOM

e Upload documents from PRO.FILE to
PROOM PROOM

e  Create PROOM folder during file
upload

e Download files from PROOM to
PRO.FILE

e  Start the PROOM Web Ul

Settings for the PROOM access

A user can have access to different PROOM project rooms. In order for the data
exchange via the PROOM integration in PRO.FILE to be accessible, the access to these
project rooms has to be configured in a first step via the login data of the user.

See the following chapters:

e Initial settings for the PROOM access
e  Change the settings for the PROOM access

Initial settings for the PROOM access

To use the PROOM integration in PRO.FILE, the access to the project rooms you are
authorized for has to be configured.

Function call:

"Tab "PROOM" => "Area PROOM" => Function "Settings"
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Proceed as 1. Select the function "Settings" from the "PROOM" tab.
follows @

Settings

2. Enter your login data for PROOM in the following dialog.

Please enter your PROOM access data. w
PROCM access data List of your accesses

Access (is managed by the administrator) Access

| v

URL

| |

Login name

| |

Password

| |

Test Transfer tolist | Modify | | Remove |

e Access:
From the dropdown list, select the PROOM access you want to use.

Note

E The available access options are provided by your PRO.FILE administrator in the
PRO.FILE Management Console.

e URL
The URL of the the selected PROOM access is entered automatically.

e Login name:
User name (e-mail address) for the login to the selected PROOM project room.

e Password:
The password for the login to the selected PROOM project room.

Click on the button <Test> to check whether your access data is correct.

If the access data is correct proceed with the next step.

Click on <Transfer to list>

gy » | @«

The selected access is shown in the list of configured accesses.
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13.1.2

To change these
settings Proceed
as follows

13.2

e To add an additional access to a PROOM project room repeat the above steps.

= Access to a PROOM project room is now configured.

For the adjustment of the access data, see the following chapter "Change the settings
for the PROOM access'".

Change the settings for the PROOM access

The exchange of data between PRO.FILE and PROOM via the PROOM integration is
made based on the configured accesses to the user's PROOM project rooms.

1. Select the function "Settings" from the "PROOM" tab. [ — ]
Settings

2. Select the access entry to be changed from the "List of your accesses".

3. Click on the button <Modify>.

= The access data is now displayed in the left-hand area of the window.

4. Make the desired adjustments to the specified information.

5. Confirm you changes via the button <Transfer to list >.

The changing of your access seftings is thus completed.

Upload documents from PRO.FILE to PROOM

Documents from PRO.FILE can be transferred to PROOM for the secure exchange with
business partners, customers and suppliers within a PROOM project room.

The user can upload one or more unstructured documents from PRO.FILE to a PROOM
project room. The user needs the corresponding permissions for this in PROOM.

Function call:

"Tab "PROOM" => "Area PROOM" => "Uplaod"

For the upload of documents from PRO.FILE to a PROOM project room Proceed as
follows
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1. Select the document you want to upload to PROOM from a list in PRO.FILE.
2. Select the function "Upload" from the "PROOM" tab. @
Upload
3. In the following list, . - .
select the target folder ’ - o
within the project - E—
room in PROOM. S PYpr—— e
& [ Import
4. Confirm you selection e
with <Upload>.
=
= The upload of the files from PRO.FILE to PROOM is started.
= The dialog window remains open until all files are transferred.
13.3 Create PROOM folder during file upload
You can create a new folder immediately when uploading files to PROOM.
Proceed as 1. Opemn the selection window for the transfer of files.
follows 2. Click on the folder you want to create a sub-folder for.
3. Click on the button <Create PROOM folder>.
4. Enter a name for the PROOM folder. There must not be any other folder of the
same name.
5. Click <OK>.
A new folder is created in PROOM.
6. By double-clicking the new folder, the folder is selected as target location for the

files to be uploaded.
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13.4 Download files from PROOM to PRO.FILE
Via the PROOM integration in PRO.FILE the user can select several documents in a
PROOM project room and transfer them to PRO.FILE.
Function call::
L Tab "PROOM" = > "Area PROOM" => Function "Download"
Proceed as 1. Select the function "Download" from the "PROOM" tab.
follows @
Download
2. Select the
desired Please select the files to be downloaded from PROOM. Q0
PROOM o -
project room. 4 () Produktives PROOM File name
> &) CAD Tools Traini Tag 1-2 ion.zip
3. Selecf fhe ﬁleS ) mderachs s Traini 85 Tag 3-5 zip
in PROOM to
be saved to
PRO.FILE.
[ cancel
4. Click on <Download>.
= For each selected file, the PRO.FILE Checkin wizard for the creation of a new
document description is started.
13.5 Start the PROOM Web UI
The Web Ul of the configured PROOM project rooms can be accessed directly from
PRO.FILE.
Function call:
4
L Tab "PROOM" => "Area PROOM" => Function "PROOM"
Proceed as 1. Select the function "PROOM" from the "PROOM" tab
follows @

PROCM
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2. If access is configured for several PROOM project rooms, you can select the
desired project room and confirm your selection with <OK>.

= The PROOM Web Ul is displayed in your web browser.
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14 Annex: Update of the PRO.FILE WindowsClients

PRO.FILE update via AutoUpdate

The PRO.FILE installation is often updated while operations in PRO.FILE are still being
carried out by some users.

For various reasons, it may happen that, despite silent deployment, some client
computers cannot be updated. For such situations you can configure the AutoUpdate
for PRO.FILE users. In this case, the user gets the opportunity to trigger a PRO.FILE
update via the corresponding button:

i The conversion status expected by PRO.FILE is 8.60.0.363.The current
s conversion status of the database is 8.60.0.382.

PRO.FILE can run.

PRO.FILE must be updated.

[C] Don't show this message again

For the update of 1. In the window above, click on the button <Update>.
your PRO'F"TE The program ProfileUpdate.exe is started and PRO.FILE is closed to perform the
Windows Client d
. . update.
installation
proceed as 3. The PRO.FILE update program shows a message that all running programs should
follows be closed.
The update script is started.
5. When the update is completed, the program shows a message that the computer
should be restarted.
The update of the PRO.FILE Windows Client is thus completed.
Note: Permissions
; For the running of the update script the user need administrator permissions. For this

reason, PRO.FILE checks whether the user has this permission. If the user does not
have the required permissions, the button <Update> is not displayed. In this case,
please contact your administrator.
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