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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
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1 Welcome o the integration Microsoft Word VSTO
and PRO.FILE

The Product Data and Document-Management System PRO.FILE classifies and
manages documents and records from the technical and administrative sector. PRO.FILE
works fully integrated in Microsoft Word. Documents can be stored directly from
Microsoft Word in the PRO.FILE database.

The functions for saving and searching are embedded in the menu "PRO.FILE", so that
processing and creating on one hand and storing of documents on the other can take
place without changing the user programs.

During the saving process, the documents are classified with characteristics and
metadate. These characteristics can be used later to find the document fast. Documents
can be assembled in a folder or assigned to projects or products. It allows direct access
to complete records needed within the scope of a business proceeding.

All documents administrated in PRO.FILE are stored in a secure "electronic vault'. The
ability to access documents quickly allows the user to take the additional time for other
productive activities.

1.1 Please note: Important information

In order to use the integration PRO.FILE — MS Word successfully, the following
configuration notes need to be observed:

@ Note: Viewer for Office documents when using PRO.FILE variables

For the correct display of Word documents with PRO.FILE variables, you should not
use a separate viewer. A viewer does not automatically update the PRO.FILE variables
upon opening, which may lead to the incorrect display of text information. In such
cases, you should use Microsoft Word for viewing Word files.

Detailed information on the configuration of the integration can be found in the manual
"Installation and administration of the integration PRO.FILE Word VSTO".

PRO.FILE Release 8.7
July 2017 Page 6 of 78
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1.2

1.3

First steps with the PRO.FILE integration

Via the read, save and information functions of the PRO.FILE integration, the user can
access PRO.FILE directly from Microsoft Word and use the PRO.FILE functions and

information.
The first steps with the integration are explained in the following chapters:

e  Where can the functions of the PRO.FILE integration be found in Word?
e Howtologin to PRO.FILE2

e An overview of the integration functions

Note:

The description of the integration functions assumes that the basic functions of
PRO.FILE are known to the user. Additional information can be found in the manual

"Operation PRO.FILE for Beginners'.

Where can the functions of the PRO.FILE integration be found in
Word?

In order to access the functions of the PRO.FILE integration directly from Word, the
integration offers a menu "PRO.FILE" in the ribbon bar of MS Word.

B_Home Insert Page Layout References Mailngs Review View Developer Add-ins PRO.FILE | & 9
E Create version iq i:'.- More = é Lock 1 Variables = B | =+ Extras ~
¥
= More - Y @ Discard changes Insert - EIShow info pane
Save Open Mew from Document
- template E‘j Dissolve relation @ Mail Merge ~ -
Save Open Mew Edit View Extras

Via these buttons you can access all functions of the integration. A short overview is
provided in the following chapter "An overview of the integration functions".

PRO.FILE Release 8.7
July 2017
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1.4

Save

Open

An overview of the integration functions

This chapter is to give you a short overview of the options and functions of the
integration PRO.FILE — Microsoft Word. Detailed information on each of these functions
can be found in later chapters of this manual.

These menu functions are used to save documents B Create version iﬂ
in PRO.FILE — as new document, as modified E = S
4 fAore =

document or as a new version. (See chapter Save — n
"Saving a document to PRO.FILE") -l save NDF
%.% Managed Coapy

Select document from list

‘ E Save
N

Save

Changes that are made in a document or a linked object are transferred to PRO.FILE
with this function. A prerequisite for this is that the document has been opened for
editing and locked in PRO.FILE. If the document is not taken out you can use the
function "Lock". You can also use the function "Save" to save new documents (without

PRO.FILE relation) to PRO.FILE via the Checkin Wizard.

Select document from list

The current document can be saved to an existing document description. If there is
already a file saved to it, you will be asked if you want to overwrite the document or
version it.

Create version

This function is used to create a new version of a document with the changes just made
to the active document. If new OLE objects and/or graphics are linked to the document,
these are also saved in PRO.FILE and linked to the new version.

Save NDF
Saves the current document as NDF and stores it in PRO.FILE.

Managed Copy

Via the function "Managed Copy" a document, including all objects/graphics and
structures linked in PRO.FILE, can be duplicated. During this process the user can
choose which of the existing linked elements is to be copied as well or is to be
rereferenced.

With this function a document saved in PRO.FILE can i)] ¥ More - r_l_ 2 Lok
be opened in MS Word. (See chapter Opening 5 ’::’ B Asstored :
dOCUmenfS from PROF”_E g i'k‘ With released versions 4

[
i-;.,- With latest versions

T | withversion browser

3 C D
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An overview of the integration functions

New

Edit

Open

The selected document is opened from PRO.FILE. If additional objects from
PRO.FILE are linked to this document, the "Open" function behaves as configured
in the PRO.FILE Management Console via the parameter "Version load options
dialog".

As stored
The selected document is loaded from PRO.FILE as it has been saved most recently.

Open with released versions
The selected document will be taken from PRO.FILE with the newest released
version of the linked objects.

Open with latest versions
The selected document will be taken from PRO.FILE with the newest version of the
linked obijects.

With version browser
The selected document is opened from browser with the version constellation
selected by you.

With the function "New from template" a new document can be created D
based on an existing document in PRO.FILE. During this process, the new
document is directly saved in PRO.FILE and then opened for editing in MS IS

Word. See Chapter "New from template" for the creation of documents"

template
KIS

This area of the PRO.FILE ribbon ) Lock [ Variables -| Bl Edit variables
allows access to the following [& Discard changes 53] Refresh ‘
fUﬂCfIOﬂS: Ej Dissolve relation sk Link object
e Lock Editl .5 Embed object

This function locks the current B Link graphic

document in PRO.FILE. Also see .

L. E_‘ Embed graphic
the chapter "Lock: From viewing
to editing’). 9  Insert Fs-link

Discard changes
Changes to the current document are discarded, the file is loaded again from
PRO.FILE with its last saved status (see chapter "Discard changes)

Dissolve relation

With this function the connection between the current document and PRO.FILE is
removed. The Word document is then no longer connected to the PRO.FILE
database. It can then be saved under a different document description in PRO.FILE
(see chapter "Dissolve relation").

Edit variables

This menu entry offers the menu functions to add, remove or update PRO.FILE
variables.

(See chapter "Insert PRO.FILE information as document variable").

Refresh

This function allows you to update inserted PRO.FILE variables within a document.

PRO.FILE Release 8.7
July 2017
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Mail Merge

e Insert
Obijects saved in PRO.FILE can be linked to or embedded in your document

with these functions (see chapter "Quick inserting and linking of files and
graphics from PRO.FILE").

o Link object
Obijects that are saved in PRO.FILE can be linked with the current document.
The link between the document and the OLE Obiject is created in PRO.FILE.

e  Embed object
Obijects that are saved in PRO.FILE can be embedded in the current
document. No link must be created in PRO.FILE, as the OLE-Obiject is a part
of the document.

e  Graphics
Graphics saved in PRO.FILE can be linked to or embedded in your document with

these functions (see chapter "Quick inserting and linking of files and graphics from
PRO.FILE").

e Link graphic
Graphic files that are saved in PRO.FILE can be linked with the current
document. The link between the document and the graphic is created in

PRO.FILE.

e  Embed graphic
Graphic files that are saved in PRO.FILE can be embedded in the current
document. No link has to be created in PRO.FILE, as the graphic is a part of
the document.

e Insert FS-Link
Using this function it is possible to define a selected section of text as a hyperlink.
Once defined, the selected text is shown, as usual for hyperlinks, in blue and
underlined. By double clicking on the link, the linked document can be opened.

This menu section allows the administration of data sources for serial letfters (see chapter
'select the function "Modification list" ==> "Refresh"

PRO.FILE Release 8.7
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1.5 Change the column headings

When the modification list is inserted, the properties defined for the specified fields via
the Form Designer in the PRO.FILE Management Console are applied to the table. You
can edit these table headings.

Proceed as 1. In Word, go to "File" => "Info" => "Properties" => "Advanced Properties".
FOl |OWS Repart.dacx - Word

Info

Report

My Documents » WorkcenterVSTO » Report.docx_15387

Protect Document

Control what types of changes people can make to this document, Show Document Panel
Protect 0]55
Document Show and edit properties

above your document
Advanced Properties
=] See more document

e} Inspect Document properties

Before publishing this file, be aware that it contains: P i oot
ommen Add comments

CI“““"” " Document properties and author's name

seues " Content that people with disabilities are unable to read

Related Dates

Last Madified Today, &34 AM
Versions Created Today, &:34 AM
Account Q .
Today, &:41 AM (autosave) Last Printed
Manage
Options Versions ~

Related People

2. Go to the tab "Custom".

| General | summary | statistics | Contents | Custom |

MName: PRO_MOD_Changed by | Modify |

Group -
Language Delete

Mailstop

Matter D
Office
Owner

Type: Text
Value: Changed by [ Link to content

w

Properties: MName Value Type

PRO_MO... Modication... Text
Changed by Text
PRO_MO... Descripton  Text
PRO_MO... Reasoncode Text
PRO_MO... ExtendedD... Text
PRO_MO... 1 Text

From the "Properties" list, select the property name you want to change.
Enter the new column heading into the field "Value".

Apply your change with <Modify>.

Close the dialog with <OK>.

N o O MW

Go to the PRO.FILE integration menu and select the function "Modification list" =>
"Refresh".

= The new column headings are displayed in the modification list table.

PRO.FILE Release 8.7
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1.6

View

Extras

Delete the modification list

To delete the modification list from the Word document, please use the integration
function, in order for all affected document properties to be properly removed from the
document.

Select the function "Modification list' => "Delete" from the integration menu.

= The modification list is removed from the Word document.

= The field properties of the modification list are removed from the document as well.

Note:

If the modification list is not removed via the integration function, this may lead to error
messages due to remaining but defunct document properties. These properties then
have to be removed manually.

Creation and administration of serial letters").

e Insert data source
This function adds a data source saved in PRO.FILE to the current document.

e Remove data source
Via this function, the data source assigned to the document is removed and the link
in PRO.FILE is removed as well.

The functions in this group are used to display = Extras -
information from PRO.FILE. B ] Show nfo par
Document

-

T2 Document structure

= Document form ‘

e  Document / Document form
Displays the document description for the active document in PRO.FILE.

e Document structure
Displays the document structure of the active document. This list also includes
documents without PRO.FILE relation.

This group gives access to the following functions. See [m
chapter "Extras, information and help" @ rep

) FPROCAD on the web

E Waorkcenter

@ About

e Help

This function is used to display the online help.

PRO.FILE Release 8.7
July 2017
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e  PROCAD on the web
Opens the official web site of the company PROCAD.

e Workcenter

Opens the Workcenter window. There you find the local storage of documents
opened from PRO.FILE.

e About

For information (e.g. version number) on the current configuration of the PRO.FILE
integration.

o Show info pane
Shows the infor pane at the bottom of the screen. This pane contains information
on document ID and mode.

1.7 How to log in to PRO.FILE2

When an integration function is selected for the first time within a Word session,
PRO.FILE is started and, if PRO.FILE is not yet running in the background, a login is
required.

Via the login the user is identified by his/her PRO.FILE user name and password. The
login also activates the configured function access rights and permissions for this
logged-in user.

In the login screen that is
displayed please enter: PROFILE sSS™—7
e your PRO.FILE user name,

e  your PRO.FILE password. e |

pPessord |
| Concel |

Confirm with <Login>.

The PRO.FILE GUIl is displayed.

@ Note: No login required if "Autologin” is activated

The login is not required if the PRO.FILE autologin function is activated.

PRO.FILE Release 8.7
July 2017 Page 13 of 78
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2 Opening documents from PRO.FILE

PRO.FILE manages Offices documents centrally and makes them available from the
secured storage location to the user.

e If you want to open a document from PRO.FILE in Word, you can use the function
"Open" of the integration.

e  This function "Open" starts the Checkout wizard, you can select the desired
document and load it in Word.

Note: PRO.FILE checks permissions

; When a document is opened from PRO.FILE, the access permissions of the user are
checked: Is the user allowed to open the document?
Is the user allowed to edit the document?

These permissions depend on the function access rights of the user and the status-
dependent permissions. A document in a status "released" may probably no longer be

edited.

To open Word files from PRO.FILE, the integration PRO.FILE — Word offers the following
ways of proceeding:

e The "Open" function behaves as configured in the PRO.FILE Management Console
via the parameter "Version load options dialog".

e The function "Open as stored" loads the selected document from PRO.FILE as it
has been saved most recently.

o The functions "Open with newest versions" and "Open with released version" only
relate to documents with linked OLE objects / graphics . In this case, it is possible
to load the linked objects in specific version statuses from PRO.FILE to be displayed
in the main document. (See chapter "Open with different version of linked objects")

e "Open with version browser" allows the opening of the document via the version
browsers. With this, documents can be opened with different version statuses of
linked objects/graphics in dynamic compositions.

PRO.FILE Release 8.7
July 2017 Page 14 of 78
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"Open" from PRO.FILE

2.1

"Open" from PRO.FILE

To open a Word document from PRO.FILE proceed in three steps:

Function call from the PRO.FILE menu in Word:
"Tab "PRO.FILE" => group "Open" => "Open"

1. Select the function "Open" from the PRO.FILE menu of the
integration in Word.

:'. More =
I3

= The checkout wizard for the selection of the desired JRER

document is displayed. Bpen

The Checkout wizard displays the PRO.FILE GUI as it was recently opened.

(858 BN =5

Select document

2. If the desired

document is not yet
. . . RIEB B TE BB TR &
displayed in a listor |/ ELLELY

Please chooss the dssited document by seleciing the document desciiption.
To search for a documert you can uge the functions of the tab "Cockpit”, the "favoiites' bar and the "SmarSearch'”
You can also select document desciiptions from st and form views of alieady opened tabs.

Cockpit

form, you can start a SICECITE B o~ 0B 8] s

V. W L PNo. DoNo. #V Typeof Document DocDate  createdon  Remark -
seq rch {O r Th e O § 7324 326080 34 94 Frotokoll 0E032014 04032014 Statusbesprechung Technische Dokumentation i

» i 26255 04 04 Handbuch 5092011 18122012 Operation of the integiation PRO.FILE - Micosoft Word
d ocume nf W| fh fh e PO 38503 01 O Handbuch 04032004 06032004 Operstion Integration PRO.FILE MS PowerPoint
A 3632 O O Handbuch 06032014 DBO32014  Installation and Admirististion PROFILE Optical Archiving

fo | |OW| n g fu n Ch ons: G A\ 276075 06 06 Handbuch 030820711 06112012 Configustion of the PRO.FILE GUI

Ga i (3 287406 10 10 Handbuch 03082011 14022013 Konfigunstion der PRO FILE Oberfiche

'S 03 03 Handbuch 09082001 02072013 Administiation Optical Archiving o

e Via the tab I ‘ '
\\Cockpi TH Mailprotocol  ERP Integratio. Document depe.. Preview

Document desc.. Browser ‘where used [RESSRSSN Status log  Modiication log Status infomati,

B &8

V. W L DoMo. ofDocu createdon  Ext Manual name Iypulma.

=
»mnm

Hit count: 4

e Via the search

28343 03 04 Handbuch 16052012 doc Operation of the integration PRO.FILE - Microsolft Word Operation M|
fU n CTl ons Of Th e lﬁj E 258087 02 04 Handbuch 09032012 doc Operation of the integration PRO.FILE - Microsolt Wword Operation M|
By 240 01 04 Handbuch 25032011 doc Operation of the integration PRO.FILE - Microsoft Wword Operation M|

icon bar. .

i »

<Back

e Via favorites,
SmartSearch or
task
assignments.

3. If the desired document is displayed in a list, select it (if the document is displayed
in a form view, it is already selected).

4. Click <Open>.

PRO.FILE Release 8.7
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"Open" from PRO.FILE

5. Depending on the configuration Select crteria for components ..

in the PRO.FILE Management SR =

should be selected.

Console, a dialog for the
selection of version constellations

Select criteria for componerts ..

may appear. See chapter "Open © f storsd
with different version of linked O Latest vrsion
[e] b i ecfs“ () Latest released version
() Latest released version or |atest version
6. You then have to decide in which mode the document is to be opened from

PRO.FILE in Word. Three options are available:

e For viewing:

The documen’r is Opened write- How do you want to open the document from PRO.FILE:
protected and cannot be
modified.

e  For editing: O R for viewing?

The document is locked for
other users, can be modified

by you and the changes can be
saved back to PRO.FILE.

e Asacopy:
A copy of the document
without PRO.FILE connection is
loaded. Changes to the
document can only be saved to
PRO.FILE under a new
document description.

® [T for editing?

@] [ﬂlj‘j as & copy?

7. Confirm with <Open>.
= The selected document is now opened in Microsoft Word.

The opening process is thus finished.

Attention: Can | save changes to PRO.FILE or not?

It depends on the selected method for opening the document whether you can save

changes to the document directly back to PRO.FILE or not.

Detailed information on the loading method can be found in the chapter "Open for

viewing, editing or as a copy — what are the conseqguences?".
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&

2.2

Note: Why can | not open a document for editing

You want to open a document for editing

but the dialog does not offer the option Houw do you wantto open the documen from PRO FILE:

"for editing"¢

This may have two reasons:

(@ [I for viewing?

e The document is locked by a [ for eiting?
different user. You can see in the
status information of the document in
PRO.FILE, which user has locked the
document.

@] [ﬂc‘p as & copy?

e The document is in a status, in which you are not allowed to edit the document.

For detailed information on the opening of documents, please see the following
chapters:

e Quick selection: The PRO.FILE Checkout Wizard

e  Open with different version of linked objects

e  Open for viewing, editing or as a copy — what are the consequences?

Open with different version of linked obijects
For files with linked objects and graphics, you can specify, which version of the linked

objects and graphics is to be opened. The integration menu offers the following
functions:

L4 Open o mMore = = g Locl
_& 1

° Open ”AS s’rored" open if' “With released wersions
i‘.‘\;— With latest versions
e Open "with latest versions" B With version browser

e  Open "with released versions"

e  Open "with version browser"

Note:

These options do not refer to the document selected for opening from PRO.FILE. They
only relate to the objects from PRO.FILE linked within the document. This is only the
case if OLE objects or graphics have been linked into the document and then saved

via the integration. Via the options of the "open" function, you indicate the version of
the linked objects to be loaded from PRO.FILE.
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Open with different version of linked objects

This means:

° "Open"

The "Open" function behaves as configured in the PRO.FILE Management Console
via the parameter "Version load options dialog'".

e Open "As stored"

The selected document is loaded from PRO.FILE the way it was last saved. If
additional objects from PRO.FILE are linked to the document, they are loaded in
the version they were last used in the document.

e Open with latest versions

If additional objects from PRO.FILE are linked to the document, they are loaded in
the newest available version.

e  Open with released versions
If additional objects from PRO.FILE are linked to the document, they are loaded
with the newest available version that is in a released status.

e  Open with version browser
Via the version browser you can open documents with different version
constellations of the linked objects/graphics.

Note: Opening with version constellations is a matter of access rights!

Each user has specific rights to see (or not to see) documents in different PRO.FILE

statuses. This has effects on the opening with linked versions:

e If a user may only see documents in the status "released", the option "with latest"
version will only open the newest version in a released status, even if a newer

version (in a non-released status) exists.

2.2.1

Open with version browser

Via the version browser you can open documents with different version constellations of

the linked objects/graphics.

During this
process, you
can specify

(=] select docurment

Control the wersions of the companents

(=1 EEN =)

via the

Expand all

Loaded:  As stored

version
browsers,
which version
of the ‘

1

Linked obiect ks
Y F] Linkd araphic brop

Changed
(] Presentationwithlinkedobiects. pptx

Customer/F|

FROCAD Gm)

Type Vers DocumentID PHo.
pplx 141 326583

PROCAD Gm)

wlsx 2/2 326536

document
and which '
versions of ®

the linked

State

Name

4326587 brp

Linkd graphic.bmp

.

Thumbnal  Status VersionRevision DocumentID PHo.

PROCAD in A Version: 01 / Revision:.. 326387

PROCAD in &b.. Mesion 02 / Revision:.. 326588

r

objects are to
be opened.

<Back || Open ][ Cacel |
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Open with different version of linked objects

The document
structure at the
top

The version pane
at the bottom

<«

Proceed as
follows:

The version browser is divided in two areas

The upper structure pane lists the main document with all linked objects/graphics.

Via the button <Expand all> you can show the entire structure of the main
document.

The field "Loaded" shows the current opening method of the documents listed in
the structure pane — without manual version choice. The opening method
immediately affects the display of the structure pane:

Via the <Change...> button you can choose among the four default opening
methods:

e  Open "as stored"
e  Open "latest version" of the linked objects/graphics
e  Open "latest released version" of the linked objects/graphics

e  Open "latest released version or latest version" of the linked objects/graphics,
depending on the availability.

The lower pane lists the different versions of a linked object/graphic.

Here you can select the version you want to open in your constellation.

Function call from the PRO.FILE menu in Microsoft Word

Tab "PRO.FILE" => group "Open" => "With version browser"

@«

J

Select the tab "PRO.FILE" from the ribbon menu.

In the group "Open" click on "More" => "With version browser"
The Checkout Wizard opens

In the Checkout Wizard select the desired document and click on <Open>.

Detailed information on the Checkout Wizard can be found in the chapter "Quick
selection: The PRO.FILE Checkout Wizard".

The Checkout Wizard closes.

The window "Select document" is displayed.
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Open with different version of linked objects

22.2

o

In the document structure select the component for which you want to select a

different version.

The version pane at the bottom displays the available versions.

By clicking the radio button in the first column you can select the desired version

of the linked object/graphic:

State Hame

3 ® d326587.bmp

@ = Linkd graphic. bmp

Thumbnal  Status VersionRevision DocumentID PHo.

PROCAD in A, Version: 01 7 Revision.. 326587

PROCAD in &b Mesion: 02 / Revision.. 326588

< Back ] [ Open ] [ Cancel

Once you have selected the desired version for all components, click on <Open>
to open the document in the desired version constellation.

You now have to
decide, in which mode
you want to open the
document from
PRO.FILE in Word. If
you want to modify the
document, you have to
open it "for editing".
Further information
can be found in the
following chapter
"Open for viewing,
editing or as a copy —
what are the
consequences?”.

Confirm with <OK>.

Heow do you want to open the document from PRO.FILE:

OB for viewing?

® [T for editing?

O as a copy?

The document is opened with the selected versions of linked objects/graphics. The
process of opening with the version browser is thus finished.

Open for viewing, editing or as a copy — what are the consequences?

When openeing documents from PRO.FILE via the Checkin Wizard of the integration
you have to decide, in which mode the document from PRO.FILE is to be opened in
Word. Three options are available:
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e  For viewing:

The dOCUmenf How do you want to open the document from PRO.FILE:

e s not reserved (i.e. locked)
for you in PRO.FILE.

e and can thus be edited by O [ for viewing?
other PRO.FILE users in the @ [T for editing?
meantime. O [ as acopy?

e s not saved back
automatically to PRO.FILE
after closing.

To save changes to your document back to PRO.FILE, you have to use the function
'Save" from the PRO.FILE menu. This is only possible if the document has been locked
before.

o For editing:
The document

is locked for other users.

e can be modified by you.

e cannot be changed by other users in the meantime, but can be opened for
viewing.

e can be saved back to PRO.FILE upon closing with the changes made.

o As copy:

The document

e isonly treated as a copy of the "original" saved in PRO.FILE.

e has no connection to PRO.FILE and is no longer monitored by PRO.FILE.
e s therefore not locked in PRO.FILE.

e is not saved back to PRO.FILE after closing.

e can only be saved to PRO.FILE as a new document.
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Attention: Only changes of "locked" documents can be saved back to PRO.FILE

If a user wants to edit a document, this object has to be locked for other users at the
beginning of the changes to be made in order to prevent concurring changes. This is
the only way to prevent that several users are making changes to the same document

at the same time. In order to change a document and be able to save the changes
back to PRO.FILE you either have to

e  Open the document "for editing" right from the start.

e  Orlock the document after opening via the function "Reserve to change'.
For this, see chapter "Lock: From viewing to editing".
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3 Saving a document to PRO.FILE

To save files from MS Word in PRO.FILE the user can 7 create version ii
choose from the different functions: - "
Sawe E Mere il
° "SOVG" - H Save MDF
This function can be used for two different k2 Managed Copy

requirements: H s

@ Select dacument from list

e  On the one hand, you can save new documents for the first time to PRO.FILE

and create a document description. See chapter "Save": Saving documents for
the first time in PRO.FILE".

e  On the other hand, you can save changes you have made to a document,
which has been opened from PRO.FILE, back to PRO.FILE. The saved status in
PRO.FILE is then overwritten with the new status from Word. See chapter
"Save": Saving a changed document back to PRO.FILE".

o "Select document from list"
This function is used to save a new document to an already existing document
description. See chapter "Using the PRO.FILE function "Select document from list"".

e "Create version"
This function is used to create a new version of a document after changes have
been made fo it. Further information can be found in the chapter "Versions: Save as
new version".

e "Save NDF"
Via this function a neutral format document (e.g. PDF) is created from the active
document and saved to PRO.FILE with a document description that is linked to the
"original" document. See chapter "Save NDF".

e "Managed Copy"
With Managed Copy you can duplicate documents including all objects and
graphics linked from PRO.FILE. For all selected componets of the document a new
document description is created in PRO.FILE. See chapter "Managed Copy".

e Save upon closing
If a document has been opened from PRO.FILE and edited in Word, the saving
prompt upon closing the document is the final opportunity to save your changes.
Further information can be found in chapter "Close Word: Save and remove lock?".

@ Note:
The description of the saving process to PRO.FILE relates to the function "Save" from
the menu "PRO.FILE" in MS Word, not to the functions of the same name from the
Menu "File". With the functions from the "File" menu in Word, the file is only saved
locally in the file system and not in PRO.FILE.
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3.1

3.1.1

&

"Save": Saving documents for the first time in PRO.FILE

Saving files under a new document description is made with the function "Save" from the
menu "PRO.FILE" '=> "Save" in Microsoft Word.

There are two options: E B° create version ii
i)
e "Save": The Word document is saved b More ~ ¥
. - . Lawe Open
with a new document description in -
PRO.FILE if it does not already have a =
PRO.FILE relation.
@ Select document from list

e "Select document from list": An existing document description is used to save a
new Word document in PRO.FILE, i.e. the new document is attached to an existing
document description.

These steps are described in detail below.

Using the PRO.FILE function "Save"

To save a document for the first time to PRO.FILE, proceed as follows:

Function call from the PRO.FILE menu in MS Word:
"PRO.FILE" —> "Save"

1. Select the function "Save" from the tab "PRO.FILE" in the menu ribbon bar E
in Word.

Save

-

The saving of the file to PRO.FILE with the Checkin wizard is then made in two steps:

e  Checkin wizard step 1: Create a new document description

e  Checkin Wizard step 2 optional: Assigning the created data to a PRO.FILE project

These steps are explained below.

Note: Linked objects

If other objects (graphics, OLE objects), which are not yet saved in PRO.FILE, are
linked to the document to be saved, these objects are also offered for saving via the
Checkin wizard.
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"Save": Saving documents for the first time in PRO.FILE

Checkin wizard
step 1: Create a
new document
description

Proceeding:

If the option "Save" has been selected, a new document description is created during the

saving process of the Word document in PRO.FILE.

The document description is to classify and describe the document for further usage.

The better a document
is classified, the easier
it will be for other users

to find the document
later in PRO.FILE.

In the first step, a
document description
is therefore to be
created.

For this purpose, the
Checkin wizard is
displayed:

New presentation ppt(l/1) (=1 EoR 5
Please enter the data for the document ta be created. If you want to use ancther document as & template, please: select
Create document
Acceptance - B
2
Product presentations E Proi-/CustNo. 1234567 D %
Offer Customer/Partner PROCAD GrmbH & Co. KG| -] |2
Offer confimation =
4 Report / protocol DocumentDate Mloday =] %
Visit report ;)
B Type of Documernt "Product presentations [=] g5
Service report g
2
Instaliation report Remark New scltware interface 2014 g
Protocol CRM_GUID =
L B
Order 5
Image i
:
Check list &
4 Documentation H
Manual il
Manual request
Manual elements
PROOM manual -
< i, J r < [ ] 3

Here, the Checkin wizard offers different options that can be accessed via the

operations bar:

Create new:

Usage:

e A new document description is to be created for the new Word document to be

saved.

1. Select the desired document type.

2. Fill in the form for the document description.

3.  Confirm your entries with <Next>. The document is saved in PRO.FILE.
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Proceeding:

Checkin Wizard
step 2 optional:
Assigning the
created data to a
PRO.FILE project

New using template:

Usage:

&>

A new document description is to be created, but an existing document description
is to be used as a template.

This way, the fields of the document form are already filled and only adjustments
have to be made.

Example: Several document descriptions for letters of similar contents but to
different recipients are to be created. In order not to fill in the same data over and
over again, the function "New using template" is used and only the recipient fields
need to be adjusted.

Select the option "New using template" in the Checkin wizard.
The Checkin wizard displays the PRO.FILE GUI as it was recently used.

If the document description to be used as a template is not yet displayed in a list or
form view, you can use the search functions of the cockpit, the icon bar or favorites
and SmartSearch to start a search.

If the desired document is displayed in a list view after the search, you can now
select it. (If the desired document 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 description is pre-filled with the
data from the selected document description.

Make the necessary adjustments to the pre-filled dato.

Once all required document data is entered, confirm the creation of the new

document description in PRO.FILE with <Next>. The document is saved in
PRO.FILE.

If you do not work with project assignment, the saving process is now finished.
The newly saved document is opened in Word "for editing" and is locked for other
users. You can continue editing the document.

If you are working with project assignment, this project assignment is to be made in
the next window of the Checkin wizard.

e In this case continue with chapter "Checkin Wizard step 2 optional: Assigning
the created data to a PRO.FILE project".

In this step, the saved Word document can be assigned to a specific project in
PRO.FILE.

For this project assignment of the new document description an existing project must be
selected in PRO.FILE, or a new project must be created, and then activated.
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Note: Usage of PRO.FILE projects

This second step of the Checkin wizard is intended for the usage of PRO.FILE projects.
If you do not use PRO.FILE projects:

e you can skip this step with the <Skip> button.

e the second window of the Checkin wizard is perhaps not even displayed, since the
administrator may have disabled it.

Note: If several documents or linked objects are being saved. The title bar of the
Checkin wizard displays the name of the object currently handled.

Here, too, the Checkin wizard offers different options that can be accessed via the
operations bar:

Create nes Search Selectinlist Artivate Deactivate

Attention: Project must be activated

In order for a Word document to be linked to a project, this project must be
ACTIVATED. This means that for all of the options, you have to select the option
"Activate" afterwards.

The proceeding for these options is the same as for the first step of the Checkin wizard:

e Create new:
A new project is created in PRO.FILE. The document
description created in step 1 is assigned to this new project.

Create new

e 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.

o Selectin list: celect 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.

e Activate: Artivats
If a project is activated, all 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.
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e Deactivate Deactivats
Again: If a project is activated, all new 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 via the options displayed.
2. Select this project in the list view (projects 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.

3. Confirm your proceeding with <Finish>.

= The saving of the Word document in PRO.FILE is now finished. The newly saved
document is opened in Word "for editing" and is locked for other users. You can
continue editing the document.

3.1.2 Using the PRO.FILE function "Select document from list"

With the function "Select document from list" a new Word document can be saved
along with an existing document description.

The existing document description is assigned the new document from MS Word:

If another file is already attached to this document description, you can choose whether
you want to overwrite or create a version of the existing document.

@ Note: Is a file attached to a document description?

Whether or not a file is already attached to a document description can be seen from
the icon W in the first column of the document list.
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To select the document o S
description you want to assign

the Word document to, you can |21 8 et =

use the Checkin wizard. ]

CEEEVEINEERE AN (0] Newy created documents

8 ¢ 0L B Hecoms

The aim is to select the
document description the new
Word document is to be
attached to.

Document desc.. Browser Where used Versions Status lng  Modification log Status informati.. Maiprotocol  ERP Integratio.. Document depe... Preview

El 4 >‘ Data record Lof 1is active
a
Froj/CustNo. 7 CRM A
<[ I y
bt
Proceed as .
ol 1. Select the function "Save" => "Select E
ollows: . )
document from list" from the tab "PRO.FILE" in "
the menu ribbon bar in Word. o
E Lave

@: Select document from list

2. The Checkin wizard displays the PRO.FILE surface, as it was opened the last time
you used it.
If the desired document description is not yet displayed in a list or form view, you
can use the search functions of the home page, the icon bar or favorites and
SmartSearch to start a search.

3. Ifthe desired document is displayed in a list view after the search, you can now
select it. (If the desired document is displayed in form view, it is already selected
automatically).

4. Confirm the selection of the document description with <Open>.

o If no document is yet attached to the document description, the new Word
document is now directly attached to this document description. The Word
document is thus saved in PRO.FILE.

The newly saved document is opened in Word "for editing" and is locked for other
users. You can continue editing the document.
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3.2

e |f a document is already atftached to

The selected document descri Iready has a file attached in PRO FILE. Do you want

the selected document description, 1o crernrite e e or crcale a e veaion?
you now have to decide:

Save document

e whether you want to overwrite © Croste verion
the attached document with the O Overwiie
new document from Word,

e or whether you want to create a
new version of the attached
document. In this case, the
attached document remains
available as old version of the
new document from Word.

Cane

5.  Confirm your selection with <OK>. The new Word document is now saved in

PRO.FILE.

Warning: Undo not possible!

The overwriting of a file with the above method cannot be undone. The overwritten file
is irretrievably lost!

Note:

For each document description only one file can be saved, since the document
description is to exactly describe this document.

= If you do not work with project assignment, the saving process is now finished.

= If you are working with project assignment, this project assignment is fo be made in
the next window of the Checkin wizard.

e In this case continue with chapter "Checkin Wizard step 2 optional: Assigning
the created data to a PRO.FILE project".

"Save": Saving a changed document back to PRO.FILE

e Via the function "Save" of the "PRO.FILE" integration menu in Word, documents that
have been opened from PRO.FILE "for editing" can be saved back to PRO.FILE.

e With this function, changes made to the Word document are saved to PRO.FILE.

e The current state of the document in PRO.FILE is overwritten with the modified state
from Word.

e The document remains open for editing in Word after saving.
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"Save": Saving a changed document back to PRO.FILE

-«

Proceed as
follows:

Attention: "Save" works only for documents locked "for editing"

The functions only saves changes to document that have been opened "for editing" or
that have been "locked" later on.

e  PRO.FILE prevents concurrent changes of different users to the same document.
For this, a document is locked for all other users once it is opened "for editing" by
you.

e This is the only way to make sure that only the most up to data state of a
document can be modified and saved back.

A document that has been opened "for viewing" can later be "reserved to change", as
described in chapter "Lock: From viewing to editing".

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => group "Save" => "Save"

1. Select the function "Save" => "Save" from the "PRO.FILE" menu in Word.

= PRO.FILE recognizes that this document already exists in PRO.FILE and has a
document description.

= The changes to your document are saved to PRO.FILE. The current state of the
document in PRO.FILE is overwritten with the modified state from Word.

Optional: Enter modification comment

2.

Depending on the
configuration and
PRO.FILE status,

Modification list save

Comment change

Change | | |
Change [Cont.) | |

you now have to
enter a
modification
comment. [
Enter the
comment
information into
the fields on the
dialog screen.

oK ][ Cancel ]

3. Confirm your modification comment with <OK>

= The modification comment screen is closed; your modification comment can now
be found in the "Modification list" in PRO.FILE.

= The saving of your changes to PRO.FILE is now finished. You can continue editing
the Word document or close it.
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&

3.3

‘ >

Note: Automatic versions

If for the document type of the document to be saved the parameter "Automatic
version" is activated in the PRO.FILE Management Console, a new version will be
created each time the document is saved. This happens in the background without a
dialog being displayed.

The document remains open in Word after saving — you do not need to open it again

from PRO.FILE.

If you do not want to continue editing the document, you can close Word after saving to

PRO.FILE.

See also the following chapter "Close Word: Save and remove lock?2".

Versions: Save as new version

With the PRO.FILE — Word integration it is possible to save different versions of the same
document to PRO.FILE.

Note:

A new version can always be created from the most recent version (provided that status
and user permissions allows this). Whether the creation of versions from older versions
is allowed, depends on the parameter configuration in the PRO.FILE Management
Console. If necessary, contact your system administrator.

When the function "Create version" is used, the document in Word is saved as a new
version of the original document in PRO.FILE.

Only the document active in Word is versioned.
The old version of the document remains also in PRO.FILE.

The new version is saved under a new document ID in PRO.FILE and directly
displayed in Word. The version/revision counter for this document is increased in
the document description in PRO.FILE.

The new version is opened in Word "for editing", i.e. you can continue working with
this new version and save any changes back to PRO.FILE.

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => group "Save" => "Create Version"
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Proceed as 1. Select the function "Save" => "Create Version" from the "PRO.FILE" menu in
follows: Word

2. If did not open the newest version from the version list, but an older version
instead, an information dialog is displayed first.

3. Confirm with <OK>.

= A new version is T e e el o L —
created of the SoT I B
current document in o I —— —
PRO.FILE. : vam |
The new version is _
directly displayed in =~ = S e

Word, and you can
continue editing the
document.

4. Confirm this list with <OK>

= A new version is created of the current document in PRO.FILE.
The new version is directly displayed in Excel, and you can continue editing the
document.

= If OLE objects and/or graphics had been linked to the document, they are also
saved in PRO.FILE and linked to the new document version.

Attention: After the versioning, the new version is displayed

After a document has been saved as a new version, the new version is displayed in
Word. This new version is opened "for editing" and reserved for you. The "old" version
is closed and remains in PRO.FILE.

34 Save NDF

The PRO.FILE integration offers the user the option to convert Office files into neutral
data formats (e.g. PDF) and save them as documents in PRO.FILE. By calling the
function "Save NDF", a neutral format file is created from the current document and
saved to PRO.FILE.

This NDF document is then in PRO.FILE automatically attached to the document
description of the original document.

@ Note: Save NDF via "Format generators"

The function "Save NDF" is configured via the configuration of the format generators.
This requires corresponding installations and settings. Please contact your system
administrator.
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A

-«

Proceed as
follows:

3.5

‘ >

Function call from the PRO.FILE menu in MS Word
Tab "PRO.FILE" => group "Save" => "More" => "Save NDF"

1. You have opened a document and want to save this processing state in a neutral
data format in PRO.FILE.

Select the tab "PRO.FILE".
Click on "More" => "Save NDF" in the group "Save".

W N

A query, whether you want to create a neutral format, is displayed.
Confirm with <Yes>.

The neutral format is now created.

Depending on the configuration, no further interaction is required.

U 4 U >

The created NDF document is saved automatically to PRO.FILE and linked to the
document description of the original Word document.

The creation of the neutral format document is thus finished.

U

Managed Copy

When duplicating documents structured with elements from PRO.FILE, Managed Copy
allows the user to select specifically, which of the linked elements are also to be
duplicated and which are only to be referenced.

e Foreach element linked in the document, you can decide whether this element is
also to be copied and the duplicate to be saved in PRO.FILE.

e Forall linked elements that are not duplicated, the existing references remain
intact.

Managed Copy thus allows the targeted saving of documents with linked elements as
new copy, as well as the changing of names of the linked elements. The user can decide
which elements to save.

Function call from the PRO.FILE menu in MS Word
Tab "PRO.FILE" => group "Save" => "More" => "Managed Copy"
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If the function "Managed Copy" is called, all linked elements are displayed in a tree
structure. The top node and the first level are expanded.

o Managed Copy
Pleaze select the documents to be copied. If the documents are not selected. only the reference will remain
- ‘ =] [[[l D B D‘ _«‘| R :| Mumber: 3
List Structure
Selection Mame Info = Dependen PNo. Customer/Parner
= ) k ] Fresentationwithlink edobjscts v natchanged  not changed... 0 PROCAD GmbH & Co. KG
: [ ] Linked object +  notchanged ot changed i} PROCAD GrmbH & Co. KG
[ ] Linkd graphic +  notchanged ot changed i} PROCAD GrbH & Co. KG
] I | 3
Step 1: Selection The checkmark "Selection" is now to beset for all objects that are to be included in the
of the desired "Managed Copy" process.
components for
" " In the column "Selection" select all elements to be copied.
Managed Copy
e You can edit the file name directly in the list.
e The column "Status" shows an exclamation mark if an error has occurred. By
hovering over the icon with the mouse, a tooltip is displayed.
What happens If you click <OK>, the database relation is cut for all selected objects and the resulting
next? local copies are saved anew in PRO.FILE. For all objects that have not been selected,
only the reference is copied.
Step 2: New To finalize the "Managed Copy" process, you now have to create new document
saving of the descriptions in PRO.FILE for all objects selected in step 1.
locally copied
components in o The PRO.FILE Checkin 18 e cer vt e s i T
. i . flosiicbaibiehos . please select the
PRO.FILE Wizard is displayed for &
The Creclﬁon Of new Mg Ernio Create documer
document descriptions. B
Proj/CustNl, = [
° T h e d OC U m e nf = Customer/Partner PROCAD GmbH & Co. KG D :
. . . DocumertDate r03zma [+]
information is requested -
for each selected -
object/graphic.
allgemeine Arlagen
[ Cancel cBack [ Hes» 3kip Frish

Information on the handling of the Checkin Wizard can be found in the previous
chapter "Save": Saving documents for the first time in PRO.FILE".
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Once all copied documents are saved in PRO.FILE the "Managed Copy" process is
finished.
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"New from template" for the creation of documents

4

The proceeding:

"New from template" for the creation of documents

The PRO.FILE — Word integration offers the function "New from template". This function
is used fo create a new document based on another document already saved in

PRO.FILE.

An example:

° You want to create a new document.

e There is already a document in PRO.

template.

FILE of similar contents, which is to serve as a

e If you use the function "New from template" from the PRO.FILE menu in Word to

select the document to be used as a

template, a new document is created with the

contents of the template and saved as a new document in PRO.FILE.

To create a new Word document based on a template document saved in PRO.FILE

proceed as follows:

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => group "New..."

1. Select the function "New from template" from the "PRO.FILE" menu in

Word.

template.

The Checkout wizard is displayed to select the desired document

=> "New from template"

]

Mews fram
template

[ ety

You now have to select the document that is to be used as a template for the new

document you want to create in Word.

(2 select document

The Checkout wizard displays
the PRO.FILE surface, as it

Please chaose the desiied document by selecting the document description.
To search for a document pou can use the functions of the tab ''Cockpit”. the 'favories” bar and the "SmanSearch’.
You can also select document descriptions Hom it and fom views of alteady opened tabs:

Lo ===

was opened the last time you

saponey

R BEETER|olRRRR A

used it. AEEEINE B o 0| & 8] teoms
V. W L PNo. DoNo. #V Typeof Document DocD ate createdon  Remark -
G} 74 %060 94 84 Puotokol 0B032014 04032014 Statusbesprechung Techrische Dokumeniation j
2 . H: fh e d eS| red d ocume n"‘ v e 282585 04 04 Handbuch 25092011 18122012 Operation of the integration PRO.FILE - Microsaft \word H
D6 O 01 0 Handhuch 04032014 06032014  Operation Integration PRO.FILE MS PowerPoint
d escri ph on is not ye‘f A 2B 01 0 Hendbuch (6032014 OB032014  Instalation and Admirstaion PRCLFILE Optical Archiving
. . . LIPIN 208075 05 06 Handhuch 09082011 06112012 Corfigualion of the PRO.FILE GUI
d IS p|Gyed Ina I |ST or wAG 287406 10 10 Handbuch 03082011 14022013 Korfiguation der PROFILE Dberflche
. T 20901 03 03 Handbuch 09082011 0207.2013  Adminitralion Optizal Archiving o
form view, you can use 0 w ,

the search functions of

Document desc.. Browser ‘where used [R03

CELIHN Gtatuslog  Modiicationleg Status informati.. Maipratocel ERP Integratio.. Decument depe.. Preview

&a\

the Cockpit page, the

Hitcount 4

» mnllmmm

Type of mar|

Manualname
Operation of the integration PRO. FILE - Microsoft Word

pe of Docu createdon  Ext

i con bo ror ](G VO r-”-e s an d 2533 03 04 Handbuch 16052012 oo Operstion of the integration PROFILE - MictosoR Word Operaton My
mj @; 290097 02 04 Handbuch 03022012 oo Operstion of the integration PROFILE - Microsoh Word Operaton M|
S ma rTSeO rc h fo STG r-r a By @) 204252 0 04 Handbuch 25092011  dac  Operation of the integraion PRO.FILE - Mictosch Word Operation M¢
< m '
search.
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3. Ifthe desired document is displayed in a list view after the search, you can now
select it. (If the desired document is displayed in form view, it is already selected
automatically).

4. Confirm the selection of the document description with <Open>.

Detailed information on the Checkout wizard can be found in the chapter "Quick
selection: The PRO.FILE Checkout Wizard".

You now have to create the document description for the new document in PRO.FILE.

FOI’ thS purpose, fhe [2 New presentation. pptx(lrL) o[ ]
Pleas = data for the dozument to be created. If you wan to use anather document 2+ a templale, please select
H . . the corresponding option.
Checkin wizard is L
displayed.
New wsing template Create document
You now can enter Aesepnce 3
h | . f . Product presentations [l Prc /Cust o o = ]
the classitication Offer Customer/Partner | PROCAD GmbH & Co. KG| = |2
. . Offer confirmation [=
information for your O (gl st oy ) :
. Visit report - &
Product tati =]
new document, i.e. F———— »offeamen - [Prd pemiaion & g
h d Instalation report Remaik Hew software nterface 2014 3
the document E— AV Z
d T Order z
2
escription. rage
Check list 2
4 Documentation é
Manual =
Manual request
Manual elements
PROOM manual o
FP—T— ol i | v
<Bark e Sk

The Checkin wizard offers different functions that can be accessed via the operations
bar in the window.

5. Select

e Either "Create new", to create an entirely new document description for the
new Word document.

e Or"New using template", if a new document description is to be created but
the data of an existing document description is to be used as template.

6. Enter the document description data into the provided fields.
Confirm your entries with <Finish>.

= The new document description is saved in PRO.FILE in the start status of the
document type or the user (depending on the configuration).

Detailed information on the Checkin wizard can be found in the chapter "Checkin
wizard step 1: Create a new document description".

The document created via the "New from template" function is now displayed in Word.
The document is opened "for editing" (as shown in the info pane of the integration.

PROLFILE information

Mode: Opened for editing Document number. 325539

The document is locked for other users. You can make the desired changes to the
document.
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8. Once you have finished editing the document, you can save your changes back to

PRO.FILE as described in the chapter "Save": Saving a changed document back to
PRO.FILE".

9. The document is then closed in Word and can be unlocked in PRO.FILE. See
chapter "Close Word: Save and remove lock?2".

= The action "New from template" is thus finished.

Note: Clear advantage of "New from template" with PRO.FILE variables

If PRO.FILE variables are used in Word, their fields are automatically filled and
updated when the new document is created via the function "New from template'l
The variables information is directly loaded from the document description — manual
adjustments are not necessary.

Information on the creation of document templates with PRO.FILE variables can be
found in the chapter "Tips and tricks: Creating a document template with PRO.FILE
variables'
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5

5.1

Edit: Functions regarding the PRO.FILE relation

The menu group "Edit" of the PRO.FILE menu contains different functions relating to the
status and the "relation" between the Word document from PRO.FILE and PRO.FILE
itself.

) ! (il . .
) Lock =) Llock Ed Variables =| Egl  Edit variables
» 'Discard Chonges” |4 Discard changes Insert | | Ed Refresh
e 'Dissolve relation" )| Dissolve relation | = Link object

Edit o  Embed object

Detailed information on these

functions can be found in the R Link graphic
following sub-chapters. [E Embed graphic

&9 Insert F5-link

The other functions of the "Edit" group are described in the chapter "Insert PRO.FILE
information as document variables".

Lock: From viewing to editing

You have opened a document from PRO.FILE for viewing, i.e. the document is not
locked. Now you want to change it. In this case, you must "lock" the document.

e With the function "Lock" a document opened from PRO.FILE for viewing can be
edited and subsequently be saved back to PRO.FILE.

e Whether the document in Word is opened "for viewing" can be seen in the info
pane of the integration:

PRO.FILE information

Mode: Opened for wiewing Document number 326559

Attention: Only documents that have been locked can be saved

If a user wants to edit a document, this object has to be locked for other users at the
beginning of the changes to be made in order to prevent concurring changes. This is
the only way to prevent that several users are making changes to the same document
at the same time.

In order to change a document and be able to save the changes back to PRO.FILE you
either have to

e  Open the document "for editing" right from the start.

e  Orlock the document after opening via the function "Lock".
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: Function call from the PRO.FILE menu in MS Word:
‘ y Tab "PRO.FILE" => group "Edit" => "Lock"

In order to reserve a document for editing after it has been opened for viewing proceed
as follows:

1. Select the function "Edit" => "Lock" from the PRO.FILE menu in Word.

= PRO.FILE checks your permission to change the document. PRO.FILE also checks
whether the document is already opened and locked by a different user.

= If this check returns a positive result, i.e. the document is available for editing, it is
opened "for editing" and locked for other users. The info pane will display this
accordingly:

PROLFILE information

Mode: Opened for editing Document number 326539

You can now make the desired changes to the document. To save your changes back to
PRO.FILE, please see chapter "Save": Saving a changed document back to PRO.FILE".

5.2 "Discard changes"

. Attention: Undo not possible — risk of data loss!

l Q The function "Discard changes" discards all changes to the document that have not yet
been saved back to PRO.FILE. This action cannot be undone. All discarded changes
are permanently lost!

With the function "Discard changes" you can reset the modification state of the
document to the state last saved in PRO.FILE. All changes made since this last saving
process are thus deleted.

, Function call from the PRO.FILE menu in MS Word:
‘ Tab "PRO.FILE" => group "Edit" => "Discard changes"
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Proceed as 1. Select the function "Edit" => "Discard changes" from the "PRO.FILE" menu in
follows: Word

= Adialog is displayed
asking you whether you
really want to discard PROFILE
all chonges and load All currently made changes to the document will be lost.
the document anew.

Do you want to discard the changes and epen the last saved state from
PRO.FILE?

Ja | [ nein

2. If this is what you want
to do confirm the
dialog with <Yes>.

= The document is now opened again with the last saved state from PRO.FILE. The
document is opened "for editing" and locked for other users.

= You can now continue editing the document.
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"Dissolve relation"

5.3

-«

Proceed as
follows:

"Dissolve relation"

This function dissolves the connection between the active document and the
corresponding PRO.FILE document description. The document thus no longer has a
PRO.FILE connection and is treated as a local file.

e The document can now be changed and saved as a new document in PRO.FILE

with a different name and document ID.

The "old" document still exists in PRO.FILE. The function "Dissolve relation" does
not delete a document or document description.

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => group "Edit" => "Dissolve relation"

1. Select the function "Edit" => "Dissolve relation" from the "PRO.FILE" menu in

Word.

2. In the wizard that is now
displayed, select the
components of the document to
be dissolved as well.

= The document no longer is a

a' Detach from PRO.FILE.

Please select components to detach from PRO.FILE

B 7 0|

& |

R

Selection Mame Info =]

P RO F | LE d ocume nf » 4 [} Presentationwithlinkedobjects v notchanged  notchang
S U bseq e ﬂf Ch(] ng es are noi. K = Linked object +  notchanged  notchang
[ ] Linkd graphic +  notchanged  notchang

saved back to PRO.FILE. The
title bar of Word displays that
the document no longer is
connected to PRO.FILE.

3. Confirm your selection with <OK>.

= The document now no longer is a PRO.FILE document. Further changes are not
saved back to PRO.FILE. The info pane of the integration displays this accordingly.
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6

Embed or link:
What is the
difference?

Quick inserting and linking of files and graphics from

PRO.FILE

With PRO.FILE it is possible to combine documents from different sources in one
document, a so-called compound document. A compound document consists of one
main document and several other documents embedded in or linked to the main
document.

These files and documents are called OLE objects (Object Linking and Embedding). OLE
is a technology developed by Microsoft to actively import data from another program.

If, for example, a Word table is linked to a Word document and the Word table is
changed afterwards in Word, the displayed table in Word changes as well.

OLE objects can be all sorts of files from the same or a different application.

When inserting an object, i.e. a graphic, a file or part of a file into the main document,
you can use a linked or embedded object.

The functions for linking and embedding differ in the location, where the data of the
inserted object is saved, and the way the object is updated after insertion into the main
document:

e Linked object
Linked objects are not part of the main document, but the main document only
contains a path and file name reference to which file is to be displayed at this
position in the document. For a linked object, the contained information can only
be modified and refreshed in the display in the main document, if the source file is
edited. Linked objects are stored in the source file. The main document as target
file only saves a reference to this source file and displays it. If the source file is
edited, the main file will display the updated state of the source file when the main
document is opened or refreshed.

e Embedded object

By embedding an object into the main document, the object becomes part of the
main document. The displayed data is saved within the main document. When the
source file is modified, the displayed information in the main document is not
updated.

The PRO.FILE — Word integration allows the linking and embedding of objects that are
saved in PRO.FILE or that can be saved in PRO.FILE.

Further information can be found in the following sub-chapters.
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6.1

Linking or embedding graphics and OLE objects

The integration differentiates between the linking and embedding of

e  Graphics from PRO.FILE and
e  OLE objects from PRO.FILE.

There are therefore 4 functions available, which can be accessed via the integration
menu in Word:

e Embed object [&] tnsert - |1zq Ref
e Link object ai  Link object

5F Embed ohject
e Embed graphic

'E| Link graphic
e  Link graphic [E Embed graphic
Furthermore, you can insert a hyperlink to a document in 5B Insert Fi-link

PRO.FILE into your Word document:
e Insert FS-Link

For detailed information, see the following sub-chapters.

Note:

To link/embed objects saved in PRO.FILE you must use the function "Link object/Link
graphic" from the integration menu. If you use the Word function for the linking of OLE
objects, a new document description is created for each link when the main document

is saved to PRO.FILE.

For the selection of the objects to be linked/embedded, the user is supported by the
Checkout wizard.

Information on the Checkout wizard can be found in the chapter "Quick selection: The
PRO.FILE Checkout Wizard".
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6.2

Step by step:

Changes to an
embedded OLE

object

6.3

Embed object

The embedding of objects is used to include a source file info the main document. The
embedded object becomes part of the main file and PRO.FILE treats the main document
with embedded obijects like one document.

Changes to the source file of the object do not affect the main document and the
objects embedded therein.

Function call from the PRO.FILE menu in MS Word:
Tab "PRO.FILE" => group "Edit" => "Insert" => "Embed object"

To embed an OLE object already saved in PRO.FILE proceed as follows:

1. Place the cursor at the position in the document, where you want to insert the OLE
object.

2. Select the function "Insert" => "Embed obiec’r" from the "PRO.FILE" menu in Word.
= The Checkout wizard is displayed.

3. Select the document description of the desired object o be embedded.
(Information on the Checkout wizard can be found in the chapter "Quick selection:

The PRO.FILE Checkout Wizard".)
Click <Open>.

&>

= The selected file is now embedded into your Word document. It has become part of
the Word document. Changes to the source file of the embedded object do not
affect your Word document.

In order to edit the embedded object, double-click on it. Word will automatically open
the program the embedded object had been created with (source program).

You can now make changes to the embedded object. These changes only affect the
object embedded in your Word document, not the source file of the object.

Link object

The linking of OLE objects via the integration is used to link files from PRO.FILE into a
main document in Word.

Linked objects are not part of the main document. Instead, the main document contains
a path and file name link to the file to be displayed at this position. For a linked object,
the contained information can only be modified and refreshed in the display in the main
document, if the source file is edited.
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Step by step:

Changes to linked
OLE obijects

Display of the
resulting structures

Linked objects are stored in the source file. If the source file is edited, the main file will
display the updated state of the source file when the main document is opened or
refreshed.

PRO.FILE administrates the main document and the linked objects as separate
documents or files and supervises the link structures resulting from the usage of the link
function in the integration. If the main document is opened from PRO.FILE, the linked
files are loaded from PRO.FILE and displayed in the main document.

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => group "Edit" => "Insert" => "Link object"

To link an OLE object that is already saved in PRO.FILE into a Word document proceed
as follows:

1. Place the cursor at the position in the document, where you want to insert the OLE
object.

N

Select the function "Insert' => "Link object" from the "PRO.FILE" menu in Word.
= The Checkout wizard is displayed.

3. Select the document description of the desired object to be linked.
(Information on the Checkout wizard can be found in the chapter "Quick selection:

The PRO.FILE Checkout Wizard".)
Click <Open>.

&>

= The selected file is now linked at the selected position in your Word document. The
file is not part of your main document; the main document only saves the link to the
source file. Changes to the source file are displayed in the main document when
the main document is opened again from PRO.FILE or refreshed. PRO.FILE only
memorizes and supervises the link in the document structure.

For a linked object, the contained information can only be modified and refreshed in
the display in the main document, if the source file is edited in PRO.FILE.

The linking of files in PRO.FILE via the Word integration creates a document structure.

To view this structure or to check the links used in a document, the following functions
are available>

e Inthe menu of the PRO.FILE — Word integration, the function "Document" = >
"Document structure".
e Atthe PRO.FILE surface, the PRO.FILE function "View" => "Structure"

e At the PRO.FILE surface the dependent tabs "Browser" (view of the main document)
and "Where used" (view of the linked document).
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6.4

Step by step:

Changes to an
embedded
graphics

Embed graphic

The embedding of graphics via the integration is used to include graphic files from
PRO.FILE into a main document in Word as fixed parts of the main document. Changes
to the original document have no effect on the main document and the graphic
embedded therein.

Function call from the PRO.FILE menu in MS Word:
Tab "PRO.FILE" => group "Edit" => "Insert" => "Embed graphic"

To embed a graphic file that is already saved in PRO.FILE into a Word document
proceed as follows:

1. Place the cursor at the position in the document, where you want to insert the
graphic file.

2. Select the function "Insert" => "Embed graphic" from the "PRO.FILE" menu in
Word.

= The Checkout wizard is displayed.

3. Select the document description of the desired graphic file to be embedded.
(Information on the Checkout wizard can be found in the chapter "Quick selection:

The PRO.FILE Checkout Wizard".)
Click <Open>.

&>

= The selected graphic file is now embedded into your Word document. It has
become part of the Word document. Changes to the source file of the graphic do
not affect your Word document.

In order to edit the graphic, double-click on it. Word will automatically open the
program the graphic had been created with (source program).

= You can now make changes to the embedded graphic. These changes only affect
the graphic embedded in your Word document, not the source file of the graphic.
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6.5

Step by step:

Changes to linked
graphics

Link graphic

The linking of graphics via the integration is used to link graphic files from PRO.FILE into
a main document in Word.

Linked graphics are not part of the main document. Instead, the main document
contains a path and file name link to the file to be displayed at this position. For a
linked graphic, the contained information can only be modified and refreshed in the
display in the main document, if the source file is edited.

Linked graphics are stored in the source file. If the source file is edited, the main file will
display the updated state of the source file when the main document is opened or
refreshed.

PRO.FILE administrates the main document and the linked graphics as separate
documents or files and supervises the link structures resulting from the usage of the link
function in the integration. If the main document is opened from PRO.FILE, the linked
files are loaded from PRO.FILE and displayed in the main document.

Function call from the PRO.FILE menu in MS Word:
Tab "PRO.FILE" => group "Edit' => "Insert' => "Link graphic'

To link graphic file that is already saved in PRO.FILE into a Word document proceed as
follows:

1. Place the cursor at the position in the document, where you want to insert the
graphic.

N

Select the function "Insert" => "Link graphic from the "PRO.FILE" menu in Word.
= The Checkout wizard is displayed.

3. Select the document description of the desired graphic to be linked.
(Information on the Checkout wizard can be found in the chapter "Quick selection:
The PRO.FILE Checkout Wizard".)

Click <Open>.

>

= The selected file is now linked at the selected position in your Word document. The
file is not part of your main document; the main document only saves the link to the
source file. Changes to the source file are displayed in the main document when
the main document is opened again from PRO.FILE or refreshed. PRO.FILE only
memorizes and supervises the link in the document structure.

For a linked object, the contained information can only be modified and refreshed in
the display in the main document, if the source file is edited in PRO.FILE.
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Display of the The linking of files in PRO.FILE via the Word integration creates a document structure.

resulting structures
9 To view this structure or to check the links used in a document, the following functions

are available>

e Inthe menu of the PRO.FILE — Word integration, the function "Document" =>
"Document structure".

e  Atthe PRO.FILE surface, the PRO.FILE function "View" => "Structure"

e At the PRO.FILE surface the dependent tabs "Browser" (view of the main document)
and "Where used" (view of the linked document).

6.6 Insert FS-Link

With the function "Insert FS-Link" from the menu "PRO.FILE" or the toolbar, it is possible
to create a link to another document within PRO.FILE from a highlighted Word or
section of text.

If a user later opens the document and clicks on the created hyperlink, PRO.FILE opens
and the linked data record is displayed.

, Function call from the PRO.FILE menu in MS Word:
‘ Tab "PRO.FILE" => group "Edit" => "Insert" => "Insert FS-Link"

Proceed as 1. Select the string of characters in your Word document you want o make a
follows: hyperlink.
2. Select the function "Insert" => "Insert FS-Link" from the integration menu.

= The Checkout wizard is displayed.

e Select the document description of the document to be linked.

(Information on the Checkout wizard can be found in the chapter "Quick
selection: The PRO.FILE Checkout Wizard")

Click <Open>.

w

= The desired hyperlink is created in your Word document. By default, it is displayed
in blue and underlined (default format template).
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/

The advantage of
PRO.FILE
variables:

Insert PRO.FILE information as document variables

When working with Word, you can insert different fields serving as placeholders for
variable data. A common example is the "Page" field displaying the page number in the
document.

The integration PRO.FILE — Word enhances this functionality by the option to display
data from the document description in PRO.FILE in your Word document.

Information saved in the document description in PRO.FILE, e.g. the document ID,
document type, creation date, etc., can thus be displayed in the corresponding Word
document.

Data displayed via this function from PRO.FILE are called "PRO.FILE variables".

For each document saved in PRO.FILE, a document description is created. This
description contains information:

e on the document type, name of the document, document ID, language, usage, etc.

e on the status of the document, the creation date, the creator, modification date,
version, workflow status, etc.

If you want to include this information in your Word document, it is not a good idea to
enter this information manually, since this would be duplicate information, which would
require manual adjustments when the information in the document description changes.

With the PRO.FILE variables this update adjustment is made automatically.

e Information from PRO.FILE is inserted as fields — with or without title — into the
document.

e Changes in the document description are automatically updated when the Word
document is opened again from PRO.FILE or refreshed.

An example would be the following image of a document footer:

Document type: Manual Language: German
Name: Operation Integration PRO.FILE — Microsoft Word VSTO Usage: external
Release: 8.7 Manual release 07 / 2017
Created by: John Smith, created on: 2017/06/12

Modified by: Lisa Simpson, modification date: 2017/06/29 Version: 01

e All information in this image has been inserted as PRO.FILE variables. Changes to
the saved status or to the classification of the document in PRO.FILE are thus
automatically updated in the Word document as well.

e  The functionality of PRO.FILE variables is specifically useful for the saving of
document templates in PRO.FILE. If a new document, based on such a template, is
saved in PRO.FILE and the corresponding document description is created, the
information is updated in the new document.
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/.1

Step by step:

Information on the usage of PRO.FILE variables can be found in the following sub-
chapters:

e How to insert PRO.FILE variables into a Word document?

e How to update PRO.FILE variables in a document?

e How to delete PRO.FILE variables from a document?

Note: Viewer for Office documents when using PRO.FILE variables

For the correct display of Word documents with PRO.FILE variables, you should not
use a separate viewer. A viewer does not automatically update the PRO.FILE variables
upon opening, which may lead to the incorrect display of text information. In such
cases, you should use Microsoft Word for viewing Word files.

How to insert PRO.FILE variables into a Word document?

The integration PRO.FILE — Word enhances this functionality by the option to display
data from the document description in PRO.FILE in your Word document as variables.

Upon each update of the document, this data is loaded directly from the PRO.FILE
document description and displayed in the document.

To insert PRO.FILE variables into a document proceed as follows:

1. Place the cursor at the position in your Word document where the variable is to be
inserted.

2. Select the function "Variables" => "Edit variables" from the PRO.FILE menu in
Word.

Function call from the PRO.FILE menu in MS Word:
Tab "PRO.FILE" => group "Edit" => "Variables" => "Edit variables"
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= The list for the selection of the desired

information from PRO.FILE is displayed. Add varisbles | R arisbles

[] Add title to document

Here you can find all information from the Tile sk
document description. Document No. 326589
Type of Document common aktachmenks
. . . . Stored in <i@prosqh@>e:proaktedataldat
The list displays the field titles as well as the Fle iz 1149
corresponding data. Name Presentationwithlinkedobjects.pr
Ext pplx
3. Select the document variables to be reabad on 07.03,2014:10:13:11
) ) created from rac
inserted into your Word document: changed on
o . changed From
e by double-clicking on the desired Document changed... 07.03.2014
varia b|e Document changed... rac
! Document deleted ...
e by selecting several variables and the S;rsion g:
function "Add" in the menu of the Version base Id 0326589
va riob|e WindOW. DocumentDate 07.03.2014
CRM_GUIC
Remark, Presentation with linked objects
CustomerfPartner PROCAD GmbH & Co, KG
Proj-fCust-Mo.
Skatus PROCAD in Arbeit
FilzOrgnamme 326589.pptx
Eal 1

< | m | 3

4. Once you have inserted all desired variables, you can close the window.
= The desired PRO.FILE information is now displayed in the Word document.

To update the PRO.FILE variables, select the function "Refresh" from the integration
menu, as described in the following chapter "How to update PRO.FILE variables in a
document?".

7.2 How to update PRO.FILE variables in a document?

PRO.FILE variables display information from the PRO.FILE document description in the
corresponding Word document.

If the information in the PRO.FILE document description is changed, the PRO.FILE
variables in the document must be updated. The updated information is then displayed
in the Word document.

For this purpose, the function "Refresh" is available in the integration menu.

| Function call from the PRO.FILE menu in MS Word:
' Tab "PRO.FILE" => group "Edit" => "Variables" => "Refresh"
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7.3

Step by step:

When this function is selected, all PRO.FILE variables used in the Word document are
synchronized with the current information from the document description.

How to delete PRO.FILE variables from a document?

PRO.FILE variables can be deleted manually in Word.

Furthermore, an overview is available listing the used PRO.FILE variables according to
the document sections in which they are used. If a variable occurs several times within a
document, this function offers a quicker way of removing the variable from all places in
the document.

To delete variables proceed as follows:

1. Selection the function "Edit variables" from the PRO.FILE menu in Word.

Function call from the PRO.FILE menu in MS Word:
Tab "PRO.FILE" => group "Edit" => "Variables" => "Edit variables"

= The window for the selection of the EiL FROALE ez N <~ &
PRO.FILE variables to be removed Add variables | Remove varabl
from the document is displayed in the TiApases | value Name Page
right-hand pane of Word. % E:j:; A nked obects i
Go to the tab "Remove variables". e e edoects st PROCRGUE 1
07.03.2014 PRODSDAT 1
The list contains the used PRO.FILE rac e
variables according to the document
sections in which they are used.
Delete ] [ Refresh

4. Select the variable you want to remove. Please note:

e If you have selected "All pages" in the left-hand column, the selected variable is
removed from all pages on which it occurs.

e If you have selected a specific page, the selected variable is only removed from
this page.

5. Click on "Delete".
= The variable is now removed.

= You can now select further variables for removal. Once all desired variables are
removed, you can close the variables pane.
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7.4

Example:

Tips and tricks: Creating a document template with PRO.FILE

variables

The usage of PRO.FILE variables is especially useful for template documents with pre-

defined fields for the display of PRO.FILE information:

e  PRO.FILE variables are inserted in a document. The document is then saved in

PRO.FILE.

e If a new document is created on the basis of this template, all information from the
document description is automatically updated in the new document.

The advantage: All PRO.FILE information from the template is already in the new
document and updated with data from the new document description.

An example would be the title page of this manual in the PDF version:

e Adocument Display manual
Manual name
template for
. Manual type Operation manual
manuals is saved PRO.FILE module |-
in PRO.FILE. Month Release |87
Year - Creator - o

Manual templte PRO.FILE V8 Release 8.7

Usage external

Language Englsh

e  For this template, different information (manual name, release month, release

year, ...) is saved in the document description.

e This information is also displayed on the
front page of the Word document.

However, it is not entered manually there,
but inserted as a PRO.FILE variable.

This way, the manual name, release
number, release month and release year
are displayed from the document
description in PRO.FILE.

(Compare the document description
shown above and the manual front page
on the right).

Manual Template
PRO.FILE V8 Release 8.7

PRO FILE Release 8.7
February 2017

PROCAD
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Step by step:

&

PRO.FILE with a
new document
description.

e If the corresponding Word document is

now opened, it automatically contains the
information from the document description
(Compare the document description
shown above and the manual front page
on the right).

All fields inserted as PRO.FILE variables
automatically display the values from the
document description in PRO.FILE.

e If any information in the document

description (e.g. the release month) is
changed afterwards, it is automatically
updated in the Word document, when the
file is opened again.

e Based on this Display manual
Manual name Operation Integration PRO.FILE Microsoft Word VSTO
template .
Manual type Operation manual
document, a new PRO.FILE module |PRO.FILE Integration MS Office
document is _~ = — — e
saved in Year 2017 | creator - [of Language  [Engish

Operation Integration
PRO.FILE Microsoft Word
VSTO

PRO.FILE Release 8.7
July 2017

PROCAD

For the creation of a template document template with fields for PRO.FILE variables

proceed as follows:

1. Create a new Word document to be used as template for further documents.

Note: Variables are only available after saving to PRO.FILE

In order to work with PRO.FILE variables, the document must be saved to PRO.FILE. If
the document is not saved in PRO.FILE, there is no connection to any data, and

therefore, no PRO.FILE variables can be used.

2. Select the function "Save" from the integration menu and save the document to
PRO.FILE. A new document description is thus created.

(See chapter "Save").

3. The PRO.FILE connection is now established and you can insert the desired
variables from the document description into your Word document. Select the
function from the group "Edit" => "Variables" => "Edit variables" from the

integration menu.

(See chapter "How to insert PRO.FILE variables into a Word document?").
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Once all variables are inserted, you have to save your changes to the document
again to PRO.FILE. Select the function "Save" => "Save" from the integration
menu. You can now close the document.

The template document with the PRO.FILE variables is now available in PRO.FILE.

To create a new document based on the template, select the function "New from
template" from the integration menu.

Select the document to be used as template.

You can then fill in the document description for the new document and save it to
PRO.FILE.
(See chapter "New from template" ).

The new document is now opened in Word "for editing'".

All PRO.FILE variables are now already filled with values from the new document
description.

If the values need to be refreshed manually (e.g. because changes to the document
description have been made while the Word document was opened) you can use
the function "Edit" => "Variables" => "Refresh" from the integration menu.
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8

Configuration
required

Proceed as
follows

Insert the modification list from PRO.FILE

Via the function "Modification list" => "Insert" the modification list from PRO.FILE can

be inserted into the Word document. Depending on the PRO.FILE configuration various
actions (e.g. the editing of a file in a specific status or the creation of a version/revision)
cause the prompting for a modification list entry. Such entries can also be added, edited

or deleted manually.

In order to use the modification list in PRO.FILE, the fields of the modification list have
to be configured in the Form Designer of the PRO.FILE Management Console.
Furthermore, the positions of the table headings can be specified and formatted. For
more details, see the manual "Installation and Administration Integration PRO.FILE MS

Word VSTO" or contact your administrator.

1. Open the Word document from PRO.FILE.

Select the function "Modification list" => "Insert".

2
= The modification list is inserted in the Word document.

[+l = IS Report.doox - Word
FILE H INSERT DESIGN PAGE LAYOUT REFERENCES. MAILINGS REVIEW VIEW PRO.FILE
% Create version ] B More- S Lock IE1Variables~ ] Modifications list~ =4 Bxt
H E More- m@ [ Discard changes [ Insert - Ep Incert B [ showinfo p
Save op New from & Documen it
template % Dissolve relation [ Mail Merge~ | L Refresh -
Save Open New Edit ﬁ Delete View Extras.
2017-05-19 Smith Description added | New features SW | 4
8.7
2017-05-18 Jones Error resolved 3
2017-05-16 Smith Proof/reading Formatting 2
adjusted
2017-05-15 Smith New text added 1
Date Changed by Textl Text2 No.

To update the modification list in the document you can either:

e open the Word file

e select the function "Modification list" => "Refresh"
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8.1 Change the column headings

When the modification list is inserted, the properties defined for the specified fields via
the Form Designer in the PRO.FILE Management Console are applied to the table. You
can edit these table headings.

Proceed as 1. In Word, go to "File" => "Info" => "Properties" => "Advanced Properties".
FOl |OWS Repart.dacx - Word

Info

Report

My Documents » WorkcenterVSTO » Report.docx_15387

Protect Document

Control what types of changes people can make to this document, Show Document Panel
Protect 0]55
Document Show and edit properties

above your document
Advanced Properties
=] See more document

e} Inspect Document properties

Before publishing this file, be aware that it contains: P i oot
ommen Add comments

CI“““"” " Document properties and author's name

seues " Content that people with disabilities are unable to read

Related Dates

Last Madified Today, &34 AM
Versions Created Today, &:34 AM
Account Q .
Today, &:41 AM (autosave) Last Printed
Manage
Options Versions ~

Related People

2. Go to the tab "Custom".

| General | summary | statistics | Contents | Custom |

MName: PRO_MOD_Changed by | Modify |

Group -
Language Delete

Mailstop

Matter D
Office
Owner

Type: Text
Value: Changed by [ Link to content

w

Properties: MName Value Type

PRO_MO... Modication... Text
Changed by Text
PRO_MO... Descripton  Text
PRO_MO... Reasoncode Text
PRO_MO... ExtendedD... Text
PRO_MO... 1 Text

From the "Properties" list, select the property name you want to change.
Enter the new column heading into the field "Value".

Apply your change with <Modify>.

Close the dialog with <OK>.

N o O MW

Go to the PRO.FILE integration menu and select the function "Modification list" =>
"Refresh".

= The new column headings are displayed in the modification list table.
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8.2

Delete the modification list

To delete the modification list from the Word document, please use the integration
function, in order for all affected document properties to be properly removed from the
document.

Select the function "Modification list' => "Delete" from the integration menu.

= The modification list is removed from the Word document.

= The field properties of the modification list are removed from the document as well.

Note:

If the modification list is not removed via the integration function, this may lead to error
messages due to remaining but defunct document properties. These properties then
have to be removed manually.
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?

Creation and administration of serial letters

The PRO.FILE Word VSTO Integration enables the administration of serial letter
documents and data sources via the PRO.FILE data base.

Serial letters and Excel data sources can be stored in PRO.FILE and can be used
separately for creating new serial letter documents.

There are different options:

e A new serial letter can be stored in PRO.FILE. If the serial lefter contains a new
Word data source or a Word data source not already stored in PRO.FILE, the data
source is stored in PRO.FILE, too.

e Already existing serial letter documents can be retrieved from PRO.FILE for editing.
By retrieving the document, the linked Word data source is retrieved, too and is
made available for the serial letter document.

e Anew serial letter can be created in Word and can be linked to an already existing
Excel data source in PRO.FILE.

e You can change or remove a data source assigned fo the document. The link in
PRO.FILE is disconnected and the serial letter function of Word is deactivated.

Note:

Only Excel data sources can be used as data sources for serial letters with the
PRO.FILE Word Integration VSTO. The usage of ODBC, WORD, ACCESS or SQL data

sources is not possible with the Office Integration.

Detailed information on the on the work with serial letters via the PRO.FILE — Word
integration can be found in the following chapters:

e  Basic explanations for the usage of serial letters in PRO.FILE

e Creating and Saving a new serial letter in PRO.FILE

e  Opening a serial document from PRO.FILE

e Linking of Excel data sources from PRO.FILE to a new serial document

e Removing a data source from a serial letter
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9.1 Basic explanations for the usage of serial letters in PRO.FILE

For the administration of serial letters in PRO.FILE it is necessary to know that always
two Word documents are used when working with a serial letter in MS Word.

e The main document contains the fields, in which the data for serial printing is
inserted and via which the individual copies of the relevant data records are
displayed. It also contains general information, which is the same in all copies of
the serial document, e.g. "Dear Sirs".

e  The second document is the Excel data source. This source contains the
information which is different in each copy of a serial printing document. A data
source contains for example the names and addresses of all recipients of a serial
letter.

PRO.FILE stores both files under different data records. When storing and creating a
new serial document in PRO.FILE, a document record for the respective Excel data
source automatically has to be created.

Alternatively, when creating a new serial print document, a link to an already existing
Excel data source in PRO.FILE can be established.

When retrieving an already existing serial print document from PRO.FILE, PRO.FILE
identifies the link between the main document and the respective data source. The data
source will be opened automatically to make the contained data available for serial
printing.

9.2 Creating and Saving a new serial letter in PRO.FILE

Creating a new serial lefter and saving to PRO.FILE takes place in two steps.

e Step 1: The serial letter document is created in Word.

For this, either a new data source is created in Word or an already existing data
source from PRO.FILE is embedded.

e Step 2: The serial letter document is saved in PRO.FILE.
In case of the new creation of an Excel data source this source is saved in
PRO.FILE, too. This saving process is triggered automatically.

Step 1: The To create a new serial letter in Microsoft Word, proceed as follows:

creation of a new o . . . . .
serial lefter in Create a document in Microsoft Word which contains general information that will

PRO FILE be the same in all copies of the serial letter (e.g. Dear Madam or Sir). For more
‘ information refer to the Microsoft Word online help.

2. The data source now has to be embedded for filling out the data fields in the
individual serial lefters. In this data sources e.g. names and addresses of the
recipients of serial letters are stored. You can

° create a new data source or

e assign an already existing data source from PRO.FILE to the serial lefter
document.
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&

Step 2: Saving a
serial letter in

PRO.FILE:

Note:

Only Excel data sources can be used as data sources for serial letters with the
PRO.FILE Word Integration VSTO. The usage of ODBC, WORD, ACCESS or SQL data
sources is not possible with the Office Integration.

3. Insert now the desired serial print fields in your main document. These serial print
fields serve as placeholders in the finished serial letter, as they indicate the place at
which the data from the data source is inserted into the respective copies of the
serial lefter.

4. Finally, the data of the word data source has to be linked to the main document.
Each data record in the Excel data source results in one copy of the serial letter.

To save a serial letter in PRO.FILE, proceed as follows:

5. Make sure that the main serial printing document containing the serial print fields is
active in Word.

6. Use the command "Save" in the menu "PRO.FILE" in the Word menu bar.

Save the serial document master:

The Checkin Wizard is displayed prompting you to fill in the document description
for the serial document master.

(See chapter "Saving a document to PRO.FILE").

Confirm your document description data with <Next>.

9. The dialog for the selection of a project is displayed. In this dialog you can assign
the new document description to a project.

e To assign the document to a project, select the project and click <Next>.

e If you do not want o assign the document to a project, click <Skip>.

Note: Project assignment

By default, the Checkin wizard offers the dialog for a project assignment. If this dialog
is not displayed, this may be because

e you do not have the permission to access projects, or
e the administrator has deactivated this feature.

Further information can be found in the manual "Installation and Administration of the
Integration PRO.FILE — Word VSTO".

10. Save Excel data source:
PRO.FILE now checks, whether an Excel data source, that has not yet been saved to
PRO.FILE, exists for this serial letter document.
If this is the case, the Checkin wizard is displayed. You now have the possibility to
create a document description for the linked Excel data source (see chapter "Save").
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11. Confirm your document description input with <Next>.

12. The dialog for the selection of a project is displayed. In this dialog you can assign
the document description of the Excel data source to a project.

e To assign the document to a project, select the project and click <Next>.

e If you do not want to assign the document to a project, click <Skip>.

Attention: Saving with Office 2007/2010 - Excel file has to be open

If you are using Office 2007 or 2010, the Excel file must be open as well when the
serial letter document in Word is saved to PRO.FILE.

Only if the Excel data source is open at the same time, the Word document can be
saved to PRO.FILE.

The files are now stored in PRO.FILE and the respective links are established in the
PRO.FILE database to clearly link the data source with the Word serial document. The

Word serial document is opened in Word "for editing". Both document descriptions are
saved in PRO.FILE.

= The saving of the serial main document and the Excel data source is now finished.

9.3 Opening a serial document from PRO.FILE

A serial document from PRO.FILE is opened in Word via the function "Open" =>
"Open" from the integration menu.

A serial document is opened the same way as a normal document. For further
information see chapter: Opening documents from PRO.FILE

Opening the data When opening a serial document from PRO.FILE "as copy" or "for editing", PRO.FILE
source automatically checks out the Microsoft Excel data source linked to the serial letter and
supervises it.

If the serial letter document is retrieved "for editing", both the Word document and the
Excel data sources are locked in PRO.FILE for other users.
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9.4

Removing a data source from a serial letter

You have opened a serial letter from PRO.FILE in Word, to which a data source (also
saved in PRO.FILE) is assigned.

If you want to remove this data source, proceed as follows:

1. Select the function "Remove data source" from the integration menu.

Function call:

Office 2003: "PRO.FILE" => "Edit" => "Mail merge" => "Remove data source"
Office 2007: "Add-Ins" => "PRO.FILE" => "Edit" => "Mail merge" => "Remove
data source"

2. The PRO.FILE — Word integration displays a dialog asking whether the data source
is really to be removed from the Word document.

3. Confirm the query with <Yes>.

The connection in PRO.FILE between the serial letter document and the data source is
removed. The serial letter no longer has a data source assigned.

See the following chapter on how to link a new data source from PRO.FILE to your serial
letter document: Linking of Excel data sources from PRO.FILE to a new serial document.
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9.5 Linking of Excel data sources from PRO.FILE to a new serial
document

Access to stored Microsoft Word data sources in PRO.FILE when creating a new serial
letter is made in two steps:

e  First, the serial lefter document is created in Word. A main document is created in
Word containing the general information which is to be the same in all copies of
the serial lefter (e.g. "Dear Sirs"). For help, refer to the online help in Microsoft
Word.

e Inthe second step the data source has to be stored containing the information for
filling in the data fields of the individual serial letters.

Note:

; Only Excel data sources can be used with the PRO.FILE MS Word VSTO Integration as
data sources. ODBC, WORD, ACCESS, or SQL data sources are not supported.

Proceed as 1. Make sure that the main serial printing document containing the serial printing
follows: fields is active in Word.

2. Select the function "Insert data source" from the integration menu. The PRO.FILE
surface appears.

) Function call:

i "PRO.FILE" => "Mail merge" => "Insert data source"

3. The Checkout wizard prompts you to select the existing Excel data source, which
should be linked to the serial print document. Select the desired Excel document
and click <Open>. (See chapter "Quick selection: The PRO.FILE Checkout
Wizard").

4. Inthe Word dialog that is now displayed select the desired tab of the Excel file
containing the serial letter data. Please also specify whether the table has columns
headings or not.

Confirm your selections with <OK>.

5. The data source is now linked to the serial printing document. The linking in the
document structure is noted and controlled in PRO.FILE.

The tool bar/tab "serial print" is now activated in Microsoft Word. You can now place
the serial printing fields defined in the data source within the Word document. You can
now use the respective Word functions to complete your serial printing document.
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10 "View" PRO.FILE information

The sub-menu "View" of the integration menu contains IE
functions for displaying current information on your

. Document
document in PRO.FILE. .

‘ = Document form ’

The following functions for displaying information are i Document structure

available:

e View "Document form"

e View "Document structure"

@ Note: Only available after saving to PRO.FILE

Since the functions relate to information from the PRO.FILE document description, the
functions of the group "View" are only available after the document has been saved to
PRO.FILE. For saving a document, see chapter "Saving a document to PRO.FILE".

10.1 View "Document form"

If the current Word document is already saved in PRO.FILE, you can use the function
"Document form" to display the document description in PRO.FILE.

. Function call from the PRO.FILE menu in MS Word:
‘ Tab "PRO.FILE" => group "View" => "Document" => "Document form"

To display the document form proceed as follows:

e  Select the function "Document' => "Document form" from the PRO.FILE menu in
Word.

= PRO.FILE opens and displays the document form of the current Word document. (If
PRO.FILE is not already started, a PRO.FILE login may be required first.)
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10.2 View "Document structure"

By linking OLE objects and graphics from PRO.FILE into your document the current
document obtains a structure of linked objects. To view the structure of your document
in PRO.FILE, the function "Document structure" is available.

: Function call from the PRO.FILE menu in MS Word:

’ Tab "PRO.FILE" => group "View" => "Document" => "Document structure"

To display the document structure in PRO.FILE, proceed as follows:

e Select the function "Document" => "Document structure" from the PRO.FILE menu

in Word.

= PRO.FILE opens and displays the document structure of the current Word
document. (If PRO.FILE is not already started, a PRO.FILE login may be required
first.)
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11

Extras, information and help

Via the section "Extras" from the PRO.FILE menu in
Word, you can access the PRO.FILE online help,
current information on PROCAD, the PRO.FILE
Workcenter and information on the software status of
the integration.

See the following sub-chapters:

e "Help" for your PRO.FILE guestions
e '"PROCAD on the web"

e  The "Workcenter" for file management

e "About" the configuration of the installed integration

|=4 Extras ~

meEO

Help
PROCAD on the web

Workcenter

About

"Help" for your PRO.FILE questions

To support you with your work with PRO.FILE and the integration, you can access the

PRO.FILE online help via the integration.

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => Group "Extras" => "Extras" => "Help"

When the function "He|p" is | T [

Dstei Beabeiten Ansicht Favoriten Btras 7

selected, the PRO.FILE help

9% oo PROOM.de & PROCAD.de &) PROCARE intem it CRM &) Sharepoint-Portal [ Google

7 % v B v @ v Setev Sihehetv Btsv @

is displayed in your default

0o 8 8200 &

web browser. L Conents iusoniilu |
3 PRO.FILE V8 - Release 8.6 Online Help
e

@ Important new features in PRO.FILE 8.6/
@ Operation - Working with PRO.FILE and

e The left-hand pane A amae
displays the structure, iy e morm e
so that you can
navigate to the chapter

relevant for you.

@ Operation Optical Archiving
@ Operation PRO.FILE Pocket
@ Configuration tools - configuring

@ Configuration of the PRO.FILE
Thumbnail Generator
@ Configuration of the format generators
for PRO.FILE
@ Technical Administration
@ Installation Server and Clients.
(@ Installation of the WIBU-Key for
PRO.FILE

e The information of the
selected chapter is
displayed in the right-

@ Update Server and Clients
@ Installation Integrations and additional
odules

me

@ Installation and Administration ERP
components

@ Administration PRO.FILE server
components

v
8 Cnfruare donlnumant ncinn inetallstinn <

PRO.FILE
@ PRO.FILE Management Console |
@ PRO.FILE CAD Integrations

PRO.FILE V8 - Release 8.7 Online Help

Welcome to the PRO.FILE 8.6 Online Help

Please use table of contents, index or the paging functions in order to receive information, aid and
answers to your questions.

hand pane.
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Within the help screen you can use the following functions:

00 Switch back and forth between the help chapters.
Contents: Displays the chapter structure.
Search: Displays the entry field for a search string. The entire help will be

searched for this string. The results are displayed in the left pane.

a The current help chapter is sent to the printer.

@ Note: Access to online help - "local" or via internet

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

The address bar of your web browser displays whether the file is accessed locally or via
the internet.

11.2 "PROCAD on the web"

Via the menu function "PROCAD on the web" you can directly access the web site of the
company PROCAD for the latest information regarding PRO.FILE.

. Function call from the PRO.FILE menu in MS Word:
‘ Tab "PRO.FILE" => Group "Extras" => "Extras" => "PROCAD on the web"

PRO.FILE Release 8.7
July 2017 Page 70 of 78



Operation Integration PRO.FILE MS Word VSTO The "Workcenter" for file management

11.3

The "Workcenter" for file management

The Workcenter helps you in the administration of files and components loaded from
PRO.FIL and saved locally.

Function call from the PRO.FILE menu in MS Word:

Tab "PRO.FILE" => Group "Extras" => "Extras" => "Workcenter"

In the Workcenter you can specify a work folder for each project, display these folders in
the Windows Explorer, lock and unlock components, get information on documents or
delete individual documents from the work folder.

The Workcenter functions
The Workcenter is divided in two areas:

e  On the left-hand side is the folder structure of the Workcenter with the
corresponding functions.

e The right-hand side contains status information on the files loaded from PRO.FILE
and saved locally in the Workcenter along with corresponding functions.

Please choose the desired workfolder.

The current workfolder is: C:AL AppDataiLocaliTe VSTO
T3 Activate 3] Refresh [ Explorer i Information + ) Refresh (2 Lock/Unlock = $§ Delete
4 CUsers\rac\ippDataiLocal Tempiprotmp Name Info =] El PNo. Customer/Partner
d313720 . .
»  Linkd graphic.bmp net changed  net changed PROCAD GmbH & Co. K|
b viewer
4 Workcenter'VSTO
232161 Linked object xsx notchanged not changed PROCAD GmbH & Co. K|
Presentationwithlinkedobjects ppx notchanged [ EhEnged. PROCAD GmbH & Co. K|

bed_powerpoint_vsto.doc_326081
op_msword.doc_282585
op_pawerpoint_vsto. docx_326503
PROOM_Installation_eng.docx_321614

l m r
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Functions for the folder structure:

L4 Activate The selected folder becomes the current work folder. The current
workfolder is displayed in bold.

43 Refresh  The folder structure view is refreshed.

= Explorer The selected folder is opened in Windows Explorer. This gives you the
possibility o delete, create or copy a work folder via the regular Windows

functions.

The functions for the work folder contents:

i, Information -

43 Refrech
2 Lock/Unlock =

38 Delete

52 Clear workspace

Y Filter

. Update version

Double-click on file in
Workcenter folder

Via the drop-down menu you can access the following
information for selected documents:

Part structure Document structure
Part form Document form
Part usage Document usage

Bill of materials

The contents of the selected line are read anew from

PRO.FILE and displayed.

The corresponding documents is — depending on the
access rights of the user — locked or unlocked.

The selected documents are deleted from the folder.

If the local status of at least one of the selected files is
newer than the status saved in PRO.FILE, a warning
message is displayed.

Files from the Workcenter can also be deleted using
the <Del> key.

This function will delete all files from PRO.FILE that
have not been changed locally from the current work
folder. Sub-folders are ignored.

The display filters for the document list can be enabled
via this icon. The displayed contents can be filtered for
each column.

For detailed information see the manual "Operation
PRO.FILE for Beginners".

Selected files from the work folder can be replaced by
a newer version of the corresponding file from

PRO.FILE.

Double-clicking a file in the Workcenter folder will
open the File in Microsoft Word.
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11.4

If an error occurs during your work
with the integration, e.g. an error
with the database access, this
information can be helpful for your
administrator.

At the same time, you can see the
database and PRO.FILE installation
version you are working with. For
this, the following information is
displayed:

e Installation path for PRO.FILE
Client and PRO.FILE Server

Function call from the PRO.FILE menu in MS Word:
"Tab "PRO.FILE" => Group "Extras" => "Extras" => "About"

"About" the configuration of the installed integration

For the integration PRO.FILE — Word, your system administrator makes specific
configuration settings.

To see the status of this configuration you can use the function "About" from the
integration menu.

DBPFAD
DBANWPFAD
Conversion Level
Version of system data
Database Identifier
Program Version
Logged-on User
Memory Usage (kB)

PRO.FILE Word Integration VSTO

PRO.FILE V8 Release 8.7

Copyright (C) 2012 PROCAD GmbH & Co. KG

Al nghts reserved.

C:\Program Files (x86)\procad \profile\
\\PROQS2012\CorfigurationPoints\P7

8600280
8600280
P7PROQS2012
860.0.300
PROCAD
10371

oK 1

e  Software status of PRO.FILE and build number of installed PRO.FILE setup

e Database system used

e  Conversion status of PRO.FILE.

e PRO.FILE database ID with database name and database computer that is

accessed.

e  Program version, logged-in user, dictionary language and memory usage.

To close the window click <OK>.

The information is only displayed and cannot be changed by the user.
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12 Close Word: Save and remove lock?

Once you have finished editing a document you want to close Word — as you are used
to do. A dialog with two options is to remind you of saving and unlocking your
document in PRO.FILE:

"Save changes fo . have opened a document from PRO.FILE

n,
PRO.FILE": "for editing" and you have not yet saved your N
changes back to PRO.FILE2 Do you want o
The PROFILE integration reminds you of [¥] Save changes to PRO.FILE?
ching your Chonges fo PRO.FILE: [¥] Unlock the document in PRO.FILE?

If you activate the checkbox "Save changes to PRO.FILE2", your changes will be
saved back to PRO.FILE. The state of the document saved in PRO.FILE is
overwritten with the current state of your document in Word.

If you deactivate the checkbox, your changes will be discarded. Attention, data
loss: In this case, all changes made since the last saving to PRO.FILE are lost. The
document remains in PRO.FILE in the lost saved state.

With <Cancel> you can return to editing your document in Word.

"Unlock the Documents that have been opened "for editing" are locked in PRO.FILE. Other PRO.FILE
document in users cannot edit the document during this time.
PRO.FILE":

When you close Word and thus finish the editing of the document, the integration asks
you, whether the lock is to be removed or not:

If you activate the checkbox "Unlock the document in PRO.FILE2", the document is
unlocked in PRO.FILE. Other users can now also open the document "for editing".

If you deactivate the checkbox, the document remains locked in PRO.FILE.
Example: You want to save your changes to PRO.FILE, but you are not yet finished
with your changes to the document. In order to stop other users from editing the
document until you are finished with your changes, the document stays locked and
thus reserved for you.

With <Cancel> you can return to editing your document in Word.
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13

13.1

Functions of the Integration PRO.FILE — Word VSTO

This chapter contains descriptions of functions of the integration PRO.FILE — Word that
are recurrently required for different actions.

Quick selection: The PRO.FILE Checkout Wizard

If you use the function "Open" from the PRO.FILE integration, you have to select the
document to be opened in the Checkout wizard.

The aim of this procedure is:

e  For PRO.FILE to know which document is to be opened, the desired document
description must
e either be selected in a list view or a structure browser

e or be displayed in a form view

e Then the button <Open> at the right bottom of the Checkout wizard has to be
clicked.

Prerequisite for the selection/activation of a document in PRO.FILE is that the document
is displayed in a list or form view.

When the Checkout wizard is opened, the PRO.FILE GUI is displayed as it has been
used the last time:

Select document =0 == =)

Please chaose the desired document by selecting the document description.

e If search results

T seatch for a document you can use the funciions of the tab "Cockpit’, the "favries” bar and the "SmaitSearch”
h a d p reVi ous Iy You can also select document descriplions from kst and fom viens of aleady opened tabs.
b di FEE LYY
een opened in a T o

list or form view in  [#® & & 2[0] § > o[ & 8] oy

V. W L PNo. DoNo. Y TypeofDocument DocDale  crealedon  Remark -
a se po rate ta b , yo U Tp | 7924 326080 94 W Proiokal 06032014 04032014 Statusbesprechung Technische Dokumertation H

v G 20585 04 04 Handbuch 25092011 18122012 Operation of the integraion PRO.FILE - Micrasoft Word
can d | recﬂ y access DE 326502 01 01 Handbuch 04032014 0B032014  Operstion Integration PRO.FILE MS PowerPoint
A EIF2 O 01 Handbuch 06032014 0S032014  Installslion and Adrinisration PROFILE Dplcal Archiving

fh e d | s p | G yed T A\ 278075 06 06 Handbuch 09.08.2011 06.11.2012 Configuration of the PRO.FILE GUI

WAG 207406 10 10 Handbuch 09082011 14022013 Konfigwation der PRO.FILE Oberfiche
d ocume nfs . & 299601 03 03 Handbuch 09082011 0207.2M3  Admiristation Optical Archiving -

<[ i 1 '
H The d esl red Document dese... Browser hers used [RRESl Statuslog  Modfication log Status ifomati.. Maiprotocol ERP Integrafic.. Document depe... Preview
document is B 8] o
W L DaNo. ypeof Dacu createdon  Ext  Manual name Type of mar|
displayed on a tab »mnmmnﬂ
/ 336 03 04 Hancbuch 1E0S2012  doe  Dperaion of the itegiation FROLFILE - Miciosolt Word Dperation i3

se | eci— ”— an d Cl | C k ﬁj E; ZSAIAT 02 04 Handbuch 09032012 doc  Dperaion of the integiation FRO.FILE - Miciosolt Word Dperation b3

By @ 20625 0 04 Hancbuch 250920011 doc  Operalion of the integration PAOLFILE - Microsolt Word Dperation b3
<Open>. ‘ »

e If no search had been made previously, or if the desired document is not
displayed on one of the existing tabs, you can now search for it.
For this, several functions, which are explained in the following, are available:
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Attention: Double-click in the Checkout wizard

Documents are selected and then opened via the <Open> button. A document
cannot be loaded via a double click!

Because a double click means: Open document for viewing!

The checkout will remain active in the background waiting for your selection. But only
if the checkout wizard is closed, the document can be used for editing in MS Word.

Searching for To search for data records in the Checkout Wizard, several options are available:
data records in o .

the Checkout e  Searching via the tab "Cockpit"

Wizard The same icons as in the icon bar can be found on the tab "Cockpit": "Search"

=>"Document", "Full-text search", "Search" => "Part’, "Search" => "Project"
have the same function as the icons in the icon bar.
You can always go back to the tab "Cockpit".

e  Search via the functions of the favorites bar
The favorites bar also offers several ways of searching for a document:

e Via the "Favorites" memorized searches or data lists can be accessed with a

double click.
e With the "SmartSearch" you can create individual search forms.

e If you are working with PRO.FILE processes and tasks, you can access the
documents linked to a task or process via the task or process structure.

Detailed information on the selection of data in PRO.FILE can be found in the manual
"Operation PRO.FILE for Beginners'".
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