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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!
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Operation of the Integration PRO.FILE - Outlook VSTO The Integration PRO.FILE — Outlook VSTO

The Integration PRO.FILE — Outlook VSTO

E-mail is business mail and contains business relevant documents that require the same
treatment as other forms of business correspondence. E-mails initiate business processes
or control their workflows. Therefore, this electronic data must be distributed, made
available and also archived according to similar or identical rules as other business
mail.

Storing e-mails and their attachments in the document management system PRO.FILE
contributes to the systematic organization of business processes and ensures fast
retrieval and secure archival of the information at any fime.

The infegration into Microsoft Outlook allows electronic correspondence and
attachments to be linked to all projects or project specific documentation. The process
of storing begins directly in the Outlook user interface. The format and the structure of
the stored object inside the "electronic vault" of PRO.FILE are identical to the original
mail.

Benefits

e  Fast retrieval of business relevant e-mails from the own mailbox and from
mailboxes of other users

e Safe deposit and vaulting of e-mails

e  Compliance to laws and regulations for document storage and archiving

e Avoids overflowing mail boxes of the users

e Relieves IT departments from long backup processes and restores of e-mail servers
by reducing the volume of data stored in mail accounts

e Allocation and consolidation of mails and attachments to your projects and
products

Furthermore, the Integration PRO.FILE — Outlook VSTO offers additional options:

e Simple usage via ribbons
You can now see the functions of the Outlook integration at one glance.

e Check-in of attachments via checkboxes
Select the attachments you want to save with a checkmark and display a preview of
the attachments.

e Check-in of several e-mails with one click
Select several e-mails in Outlook. They will then all be checked-in at once.

e Use of e-mail templates in your company Cl
With the function "New from template" you start a new e-mail in your specific
company layout.

e Optimized versioning of e-mails and attachments
If you have received an e-mail from a sender in a modified version, you can store
both e-mails within a version chain.
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Operation of the Integration PRO.FILE - Outlook VSTO Starting the integration PRO.FILE — Outlook VSTO

2 Starting the integration PRO.FILE — Outlook VSTO

@ Note: Prerequisite for the use of the Integration PRO.FILE — Outlook

To use the functions described in this manual, the PRO.FILE Windows Client and the
integration PRO.FILE — Outlook have to be installed on your computer.
Furthermore, you require a user access to be able to login to PRO.FILE.

Please contact your administrator in case of further questions.

Access to the integration is made via the tab "PRO.FILE" in the menu bar of Microsoft

Outlook.
This tab v =
contains ¥osoft O
all oI G 9= Inbox-user@companr"
b uttons Start Send/Receive Folder View PRO FILE
(=4 E-Mail only ~ 37 5
for The 93 Attachments only ~ D 4 u Extras v
access To E-Mail with E-Mail From Documeny
attachments ~ template
](U ncﬁons Save Open New | Show in PRO.FILE
described
in this —
manual.

For the use of the functions the PRO.FILE Windows Client has to be started or will rather
be run automatically.

To start your PRO.FILE Windows
Client, please make a login. PROFILE sS—7

Enter your PRO.FILE user name
and corresponding password.

Confirm with <Login>

The functions of the integration
can now be used.

@ Note: No login screen is displayed?

If the login screen is not displayed upon start of PRO.FILE but the PRO.FILE GUI is
displayed immediately, the auto login function is activated at your workstation.

In this case, PRO.FILE uses your Microsoft Windows user login, so that no additional
login in PRO.FILE is required and you can start your work in PRO.FILE immediately.

PRO.FILE Release 8.7
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3

3.1

Usage cases of the PRO.FILE — Outlook Integration

This chapter lists the most relevant usage cases of the integration PRO.FILE — Outlook
VSTO. For each usage case, the proceeding is outlined on a step-by-step basis.

More detailed explanations of single steps and functions with additional information can
be found in the following chapter "Function overview of the integration PRO.FILE —

Outlook VSTO".

The usage cases are divided into four subject areas:

Saving incoming e-mails to PRO.FILE

Managing outgoing e-mails in PRO.FILE

Accessing e-mails saved in PRO.FILE

Using documents from PRO.FILE in the calendar and task management of Outlook

Saving incoming e-mails to PRO.FILE

If you want to save information and data from e-mails in your inbox to PRO.FILE, there
are three basic usage cases:

Saving incoming e-mails with attachments:
The complete received e-mail and its attachments are saved to PRO.FILE. In case of
several aftachments, you can select the attachments to be saved.

Saving incoming e-mails without attachments:
Only the e-mail is saved to PRO.FILE, but not the attachments. The attachments
remain unchanged in the body of the E-Mail.

Saving only the attachments of an incoming e-mail:
Only the attachments of an e-mail are saved to PRO.FILE, but not the e-mail itself.
In case of several attachments, you can select the attachments to be saved.

PRO.FILE Release 8.7
March 2017
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Operation of the Integration PRO.FILE - Outlook VSTO Saving incoming e-mails to PRO.FILE

3.1.1

Proceeding:

Saving incoming e-mails with attachments

The situation:

You want to save an e-mail in your Microsoft Outlook inbox completely to PRO.FILE —
i.e. the entire e-mail, including its header, body and the attachments.

= In case of several aftachments, you can select the attachments to be saved.

= The body of the e-mail is afterwards no longer displayed in the inbox — instead the
reference to the document ID in PRO.FILE and a corresponding link is displayed.

o

1. Select the e-mail to be saved to
PRO.FILE from the inbox. Ol bl e

jl‘:‘ml Stat  Send/Receive  Folder  View  Add|
2. Select the tab "PRO.FILE" from the
Qutlook menu bar.

soft O

PRO.FILE | |
Extras v

1€ Maiony - )
& Atachments onty < | ¥ L
From
template
Open | New | show in PROSRY

3. Select the function button <E-Mail with attachments — Create E

news.
E-Mail with
4. (Optional the function <Select document from list> is available as  attachments -

well. See The function "Select document from list"

= The wizard "Save E-Mail with attachments to PRO.FILE (Create
new)" is displayed.
(For detailed information see chapter "Wizard "Save e-mail
attachments to PRO.FILE").

5. Select the attachments you want to save to PRO.FILE by activating the

corresponding checkbox Mlof each attachment(For detailed information see
chapter Wizard "Save e-mail attachments to PRO.FILE"

Note:

All attachments that are not selected in the wizard are not saved to PRO.FILE and thus
remain as attachments with the e-mail.

= The PRO.FILE Check-In wizard is displayed.

6. Enter the data for the document description of the e-mail message to be saved.
(For detailed information see the manual "PRO.FILE advanced Creating,
managing and changing PRO.FILE objects")

7. Confirm with <Finish>.

= The Check-In wizard is now displayed consecutively for each selected attachment.
The name of the attachment currently handled by the Check-In wizard is displayed
in the title bar of the wizard.
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Operation of the Integration PRO.FILE - Outlook VSTO Saving incoming e-mails to PRO.FILE

Proceeding:

8. Fill in the document description for each selected e-mail attachment.
Confirm with <Finish>.

= The document descriptions created for the saved attachments are automatically
linked in PRO.FILE to the document description of the e-mail.

= The saving process is thus finished.

= The body of the e-mail |@id 9 & » + = 2 - Message (HTML) - B o=
in your inbox is now Message | PROFILE )
replaced by a reference o S ¥ By | e
T fh d . L Q; Attachments only %
O The corresponding E-Mail with E-Mail Load
. attachments attachments
document in PRO.FILE. - . open s
From: Thomas Gatter Sent: Di09.04.2013 11:31
: The &t
Access to the document || & omes cotter
description is also Subject ja
possible via a double- imesage| 6] emaiozm 4
CliCI( on ‘I’he ||ﬂl( E-mail is saved to PRO FILE with document number 285942 E‘Ej

email.p2m (4 KB)

The saved attachments
can be found in the
structure of the
document description.

o See more about: Thomas Gattler.

>

Saving incoming e-mails without attachments

The situation:

You want to save an e-mail in your Microsoft Outlook inbox — but only with header and
body — without attachments.

= You do not want to save the attachments, e.g. because they do not contain relevant
information (example: vcf-card file or advertisement).

= The body of the e-mail is afterwards no longer displayed in the inbox — instead the
reference to the document ID in PRO.FILE and a corresponding link is displayed.

1. Select the e-mail to be saved % T
to PRO.FILE from the inbox. oI Inbox - userGcompany
Start  Send/Receve  Folder  View  Add|
2. Select the tab "PRO.FILE" from H Ry | B LT
the Outlook menu bar. sl B PO,
3. Select the function button <E-Mail only — Create new> h‘

(Optional the function <Select document from list> is
available as well. See The function "Select document from list"

PRO.FILE Release 8.7
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Saving incoming e-mails to PRO.FILE

Proceeding:

= The PRO.FILE Check-In wizard is displayed.

4. Enter the data for the document description of the e-mail message to be saved.
(For detailed information see the manual "PRO.FILE advanced Creating,
managing and changing PRO.FILE objects").

5.  Confirm with <Finish>.

= The saving process is thus finished.

= The body of the e-mail
in your inbox is now
replaced by a reference
to the corresponding
document in PRO.FILE.

Access to the document
description is also
possible via a double-
click on the link
email.p2m (4 KB)

The saved attachments
can be found in the
structure of the
document description.

HEdY U+ ¥z j@ - Message (HTML) o BEOER
4 E-Mail only E j A Extras ~
Q; Attachments only %
E-Mail with E-Mail Load
attachments attachments
Save Open Extras
From: Thomas Gattler Sent Di09.04.201311:31
To: Thomas Gitter
Co
Subject: ja
] Message | email.p2m (4 KE)
E-mall is saved to PRO FILE with document number 285942 EEJ
-
o See more about: Thomas Gattler. ~

Saving only the attachments of an incoming e-mail

The situation:

You want to save the attachments of an e-mail in your Microsoft Outlook inbox, but
without the actual e-mail (header, body) itself.

= In case of several attachments, you can select the attachments to be saved.

= The body of the e-mail remains unchanged in your inbox.

1. Select the e-mail containing the (
attachments to be saved to

PRO.FILE in your inbox.

2. Select the tab "PRO.FILE" from the

Outlook menu bar.

oft O

= Rl

Stat  Send/Receive  Folder
G- ¥
@ attachments only - e

E-Mail with
attachments ~

Save Open

From
template
New | Show in PRO.FILE

|
|

3. Select the function button <Attachments only — Create

new>.

4. (Optional the function <Select document from list> is
available as well. See The function "Select document from

“_51'“

.l_@ahttachments onl

1
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Operation of the Integration PRO.FILE - Outlook VSTO Managing outgoing e-mails in PRO.FILE

= The wizard "Save only attachments to PRO.FILE" is

5.

displayed.

Select the attachments you want to save to PRO.FILE by activating the

corresponding checkbox¥I.
(For detailed information see chapter Wizard "Save e-mail attachments to
PRO.FILE"

Note:

; All attachments that are not selected in the wizard are not saved to PRO.FILE and thus
remain as attachments with the e-mail.

= The PRO.FILE Check-In wizard is displayed.

6. Fill in the document description for each selected e-mail attachment. (For detailed
information see the manual "PRO.FILE advanced - Creating, managing and
changing PRO.FILE objects").

= The Check-In wizard is now displayed consecutively for each selected attachment.
The name of the attachment currently handled by the Check-In wizard is displayed
in the title bar of the wizard.

7. Confirm with <Finish>.

8. The saving process is thus finished.

3.2 Managing outgoing e-mails in PRO.FILE

Before the sending of a new e-mail the integration offers you various options: You can
save the information and attachments in PRO.FILE or you can insert documents or links
to document descriptions from PRO.FILE into the e-mail.

The following usage cases are the most frequent:

Saving a new e-mail in PRO.FILE and sending it:
You want to save a newly created e-mail with attachments to PRO.FILE and send it
immediately after the saving process to the addresses specified in the header.

Saving a new e-mail as draft in PRO.FILE:

You do not want to send a newly created e-mail, but instead you want to save it in
PRO.FILE as a draft. An e-mail can thus be sent at a later point in time or be used
as constant femple for future e-mails.

Inserting a file from PRO.FILE as attachment into a new e-mail:
You want to insert a file from PRO.FILE into a newly created e-mail for sending.
This file can then be viewed by recipients without PRO.FILE access.

PRO.FILE Release 8.7
March 2017
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Managing outgoing e-mails in PRO.FILE

3.2.1

&

Proceeding:

Inserting a document from PRO.FILE as Link into a new e-mail

If you want to notify a colleague about a file in PRO.FILE, you can insert a link to
the PRO.FILE document description into your e-mail. This can help preventing
redundancies and duplicate data

Saving a new e-mail in PRO.FILE and sending it

The situation:

You want to save a new e-mail, which is to be sent with Outlook, completely (header,
body, attachments) to PRO.FILE before sending it.

= In case of several attachments, you can select the attachments to be saved.

= The e-mail is sent immediately after the saving process.

= The body of the e-mail is afterwards no longer displayed in the folder "sent items" —
instead the reference to the document ID in PRO.FILE and a corresponding link is
displayed.

= The recipient of the e-mail receives the body / header of the e-mail and the
attachments unchanged and without PRO.FILE connection.

Note:

With this function, the e-mail is sent immediately after the saving to PRO.FILE. For this
reason, at least one recipient must be specified in the address line.
For the saving of e-mails without recipient address, see "Saving a new e-mail as draft

in PRO.FILE".

Create a new e-mail in Outlook 7

with all desired information, | e—
L e e

attachments and recipients.

Select the tab "PRO.FILE" from the

Outlook menu bar.

Select the function button <Save and send — Create new>. 7
(Optional the function <Select document from list> is available | 2 .|h€
as well. See The function "Select document from list"

Save and
The wizard "Save E-Mail with attachments to PRO.FILE" is cend =

displayed.

Select the attachments you want to save to PRO.FILE by activating the

corresponding checkbox .(For detailed information see chapter Wizard "Save e-
mail attachments to PRO.FILE"

PRO.FILE Release 8.7
March 2017
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Operation of the Integration PRO.FILE - Outlook VSTO

Managing outgoing e-mails in PRO.FILE

&

3.2.2

Note:

All attachments that are not selected in the wizard are not saved to PRO.FILE.

o

©

The PRO.FILE Check-In wizard is displayed.

Enter the data for the document description of the e-mail message to be saved.
(For detailed information see the manual "PRO.FILE advanced - Creating,
managing and changing PRO.FILE objects").

Confirm with <Finish>.

The Check-In wizard is now displayed consecutively for each selected attachment.
The name of the attachment currently handled by the Check-In wizard is displayed
in the title bar of the wizard.

Fill in the document description for each selected e-mail attachment.
Confirm with <Finish>.

The document descriptions created for the saved attachments are automatically
linked in PRO.FILE to the document description of the e-mail.

The saving process is thus finished.

The body of the e-mail in )= RPN Jo - Message (HTML) = 8 =
your inbox is now replaced by | BEE wessse | smome Y )
a reference to the | Q‘;xlllt . i;-!@ = i
corresponding document in T MR acnments

PRO.FILE. = Spen ==

Access to the document o T e
description is also possible e

via a double-click on the link A Mesage | B emailozn o _
email.p2m 4 KB) E-mail is saved to PRO FILE with dacumert number 285342 Eél
The saved attachments can T — .
be found in the structure of

the document description.

For the recipient of the e-mail, the body and attachments remain unchanged and
no reference to PRO.FILE is visible.

Saving a new e-mail as draft in PRO.FILE

The situation:

An e-mail just created in Outlook is not to be sent immediately, but to be saved as a

draft in PRO.FILE.

=

=

The e-mail is not sent after saving, but can be used as template for future e-mails.

The body of the e-mail saved in PRO.FILE is afterwards no longer directly displayed
in the Outlook folder "drafts" — instead a reference to the document ID in PRO.FILE
and a corresponding link is displayed.

PRO.FILE Release 8.7
March 2017
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Managing outgoing e-mails in PRO.FILE

T

Proceeding:

=

If the e-mail has several attachments, the attachments to be saved to PRO.FILE can
be selected. The attachments saved in PRO.FILE are also replaced by a link during
the saving process.

Note:

When the e-mail is sent at a later point in time, the body / header of the e-mail and
the attachments are replaced to the recipient without changes and without PRO.FILE

reference.

1. Create the new e-mail in Outlook -
with all desired information, (T ———
attachments and addresses. B8 1™

2. Select the tab "PRO.FILE" from the e

Outlook menu bar.

3. Click on the function button <Save template — Create new>. 2
(Optional the function <Select document from list> is available as E%'
well, please see: The function "Select document from list" Save

template =

4. The wizard "Save e-mail with attachments to PRO.FILE" is
displayed.

5. Select the attachments you want to save to PRO.FILE by activating the
corresponding checkbox . (For detailed information see chapter Wizard "Save e-
mail attachments to PRO.FILE"

Note:

All attachments that are not selected in the wizard are not saved to PRO.FILE.

o

N

The PRO.FILE Check-In wizard is displayed.

Enter the data for the document description of the e-mail message to be saved.
(For detailed information see the manual "PRO.FILE advanced - Creating,
managing and changing PRO.FILE objects").

Confirm with <Finish>.

The Check-In wizard is now displayed consecutively for each selected attachment.
The name of the attachment currently handled by the Check-In wizard is displayed
in the title bar of the wizard.

Fill in the document description for each selected e-mail attachment.

Confirm with <Finish>.
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Operation of the Integration PRO.FILE - Outlook VSTO

Managing outgoing e-mai

s in PRO.FILE

3.2.3

Proceeding:

3.2.4

= The document descriptions created for the saved attachments are automatically

linked in PRO.FILE to the document description of the e-mail.

= The saving process is thus finished.

Inserting a file from PRO.FILE as attachment into a new e-mail

The situation:

A file from PRO.FILE is to be inserted as attachment into a new e-mail in Outlook.

1. Create the new e-mail in Outlook.

-
I Untitled - Message (HTH
e Insert jos  romatten el PRO.FILE
2. Select the tab "PRO.FILE" from the i i &L
|
Outlook menu bar. T et :
To. |
=1 | | ¢
3. Click on the function button <File>.
= The PRO.FILE Checkout wizard is displayed.
4. Choose the desired document via the search function of the Checkout File
wizard and select it the list. (For detailed information see chapter The
PRO.FILE Checkout wizard).
5. Confirm with <open>
. I 1] D H9 ™ e v Meeting - Message (HTML) - 3 0=
= The line ATTof:hmenTs now shows BB v e o oo o [ o N
the selected file as attachment. Bk e =
Save and Save File Link
= The process is thus finished. fna ttonsmom i
1 [to | [ ‘
= e ] ]
Subject: | Meeting
Attached: |58 iphone0.qif (91 KB] _
iz}
@  5ee more about: Thoms Gottler. N

Inserting a document from PRO.FILE as Link into a new e-mai

The situation:

You want to link a document description to a new e-mail.

PRO.FILE Release 8.7
March 2017
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Managing outgoing e-mails in PRO.FILE

Proceeding:

1. Create the new e-mail in Outlook.

2. Select the tab "PRO.FILE" from the A e Q’/

Outlook menu bar.

7

NNEI e o

the selected PRO.FILE sweana s | e unk
o send~ template ¥

docu ment descnphon_ Save | Insert from PRO.FILE|  Extras |
Double click the link to open ] [ |
the document description. =1 Lo | |
Subject: | Meeting |
= The process is thus finished. | staces: [ gt ogn 49 _I
=
@  See more about: Thamas Gottler. o

Click on the function button <Link>.

Choose the desired document via the search function of the Checkout unJ}

wizard and select it the list. (For detailed information see chapter The
PRO.FILE Checkout wizard).

Confirm with <open>.

Select which version of the =

document description should paih v on of he selected document s to
be displayed by clicking the

link. (See chapter "Selection Wrich versento show?

"Which version to show")

(®) Use selected version
e Use selected version: O Avays use newestversion
The version you have
selected in the version

chain is displayed.

e Always use newest version:
Using the link, always the newest document description is displayed.

Confirm with <OK>.

The line "Attachments" of the BRI s es DL Y = @ =
Message  Insert  Options  FormatText  Review | PROFILE a @

e-mail now shows the link to

B
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Managing outgoing e-mails in PRO.FILE

3.2.5

3.2.6

Proceeding:

Accessing e-mails saved in PRO.FILE

You have various possibilities if you want to access content and data saved in PRO.FILE:

Opening an e-mail from PRO.FILE
This function opens the version of the e-mail saved to PRO.FILE.

Creating an new e-mail from draft in PRO.FILE
This function creates a new e-mail in MS Outlook from an e-mail saved as draft in

PRO.FILE.

Displaying a document description of an e-mail attachment saved in PRO.FILE
This function shows the document description of the selected e-mail.

Opening an e-mail from PRO.FILE

The situation:

You want to display an e-mail saved to PRO.FILE.

w

Select the e-mail in Outlook.

Select the tab "PRO.FILE" from the

Ovutlook menu bar.

soft O

PRO.FILE |

Extras v

Click on the function button <E-Mail>.

The saved e-mail including its attachments is opened from PRO.FILE m
and displayed. E-Mail

The process is thus finished.
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3.2.7 Creating an new e-mail from draft in PRO.FILE

The situation:

An e-mail already saved to PRO.FILE should be used as a template for a new e-mail in

Outlook.
Proceeding: 1. Select the tab "PRO.FILE" >
from the Outlook menu bar. DR nbox - wsercompany
| BN  stat  send/Receive  Folder  View  Add
He ®C
2. Click on the function button <From template>.
= The PRO.FILE Checkout wizard is displayed.
From
template

3. Choose the desired document via the search function of the Checkout wizard and
select it the list. (For detailed information see chapter The PRO.FILE Checkout
wizard)

4. Enter the data for the document description of the e-mail message to be opened.

5. Confirm with <Open>

Note:
; The selected template has to be an MSG file.

= The selected e-mail is displayed and can be changed and sent afterwards.

= There is also the option to save the created e-mail to PRO.FILE as shown in
chapter "Saving a new e-mail in PRO.FILE and sending it".

= The process is thus finished.
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management of Outlook

Using documents from PRO.FILE in the calendar and task

3.2.8

Proceeding:

3.3

Displaying a document description of an e-mail attachment saved in PRO.FILE

The situation:

You want to show a document description of an e-mail attachment already saved to
PRO.FILE.

&

Select the e-mail in Outlook.

Select the tab "PRO.FILE"

from the Outlook menu bar.

23 E-Mail only =

8) Attachments only =

g

Open

o Start Send/Receive Folder View Add
il

From
template

New | Showin

PRO.FILE |

soft O

Click on the function button <Document>.
The document description is displayed.

The process is thus finished.

Document

Using documents from PRO.FILE in the calendar and task
management of Outlook

You can save content and data from PRO.FILE as additional information to a task and
appointment. You can either insert the file directly or link to the document description.

Inserting a file from PRO.FILE into a task as attachment

This function inserts a file from PRO.FILE into a task as an attachment.

Linking a document description from PRO.FILE to a task

This function inserts a P2M link into a PRO.FILE document description into a task.

Inserting a file from PRO.FILE to an appointment as attachment

This function inserts a file from PRO.FILE into an appointment as attachment.

Linking a document description from PRO.FILE to an appointment

This function inserts a P2M link into a PRO.FILE document description info the

appointment.
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management of Outlook

Using documents from PRO.FILE in the calendar and task

3.3.1

Proceeding:

Inserting a file from PRO.FILE into a task as attachment

The situation:

You want to insert a file already saved to PRO.FILE into a task.

e

Create a new task in Outlook with

the desired information. (R e om.m:.;::wf.@z

Select the fab "PRO.FILE" from the | | = £ 5 /
Outlook menu bar. =L

Click on the function button <File>.

The Checkout wizard is displayed. Q
Choose the desired document via the search function of the Checkout File

wizard and select it in the list. (For detailed information see chapter

"The PRO.FILE Checkout wizard")

Confirm with <open>.

The {Ile iS now L@ | Q L RS Meeting - Task = = 52
inserted into the File Task  Insert  FormatText  Review  PRO.FIE v @
body of the task as || @ buein2 days.
an attachment. Subject [Meeting |
DOUble Clle The Start date: Mi 08.05.2013 - | Status: |Ir1 Progress | -
||nk fo open The Due date: M' Priority: ~ | % Complete: :
OﬁOChment [ rReminder: Mone - Mone - | apz owner
The process is thus &
finished. B 2
101766_Trittbret...
|
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3.3.2 Linking a document description from PRO.FILE to a task

The situation:

You want to link a document description to a task.

Proceeding: 1. Create a new task in Microsoft 7

Ovutlook with the desired ﬁ SRR m“’f_::.wf PRO.FILE ||
information. =] Es: [f i (S0 ;

2. Select the tab "PRO.FILE" from the = ——
Outlook menu bar. o |

3. Click on the function button <Link>.

= The PRO.FILE check out wizard is displayed. J:}

4. Choose the desired PRO.FILE document via the search function of the Lin

Checkout wizard and select it in the list. (For detailed information see
chapter "The PRO.FILE Checkout wizard")

Enter the characteristics of the document description to be linked.

Confirm with <open>.

7. Select which version of the

document description should hich sersion ofhe selected documert s o
be displayed. (See Selection
"Which version to show") Which version c show?

(®) Use selected version

() Always use newest version

8. Confirm with <Ok>

= Alink to the document description |28 2°° " e R
i | et tettoti_ nertm o .
is now inserted into the body of WX Q3 =@ v% & O 8
The fosk .;S‘:f:::!s’:n Laschen Weterleiten | Anzeigen ‘.:;;:::H‘ :mgi:s‘ ila::;zi:zm Serientyp | Kategoilen Zoom
Double click the link to open the M —— |
document description. e EPW e E
g [z ) ot [romer -] Aean [ E
= The process is thus finished. e~ 8D A [ o, o .
J F
mail.p2m
I
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3.3.3 Inserting a file from PRO.FILE to an appointment as attachment

The situation:

You want to insert a file already saved to PRO.FILE into an attachment as attachment.

Proceeding: 1. Create a new appointment in 7
Microsoft Outlook with the B e wt oo o o PRO.FLE
desired information and SN ;
participants. e =

2. Select the tab "PRO.FILE" from the 2|

Ovutlook menu bar.

3. Click on the function button <File>. Q
= The PRO.FILE check out wizard is displayed.
File
4. Choose the desired PRO.FILE document via the search function of the
Checkout wizard and select it in the list. (For detailed information see
chapter The PRO.FILE Checkout wizard
Enter the characteristics of the document description to be linked.
Confirm with <open>.
. . . . BHY G e |- Mesting - Appointment o @B =
= The ﬁlle is now inserted into the body of ‘rh.e A
appointment as an attachment. Double click [ s ®um
the link to open the attachment. S
= The process is thus finished. -
Start time: | Di30.04.2013 -| [1400 +| [ Al day event
Endtime:  [Di30.04.2013 -| [15:00 |
e
3.3.4 Linking a document description from PRO.FILE to an appointment

The situation:
You want to link a document description to an appointment.

Proceeding: 1

Create a new appointment in 7 :
Microsoft Outlook with the LRI [y ;}
desired information and AR e ]
participants. s e
To. |
2. Select the tab "PRO.FILE" from = s

the Outlook menu bar.
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3. Click on the function button <Link>.

=)
= The PRO.FILE check out wizard is displayed. Linlh
4. Choose the desired PRO.FILE document via the search function of the
Check-out wizard. (For detailed information see chapter The PRO.FILE
Checkout wizard
Enter the characteristics of the document description to be linked.
Confirm with <open>.
7. Select which version you want to
see when you click the link FTE e
Selection "Which version to show".
Which version to show?
8. Confirm with <Ok>
(@) Use selected version
() Always use newest version
= Alink to the document description |[@d9 o« = SR A
is nOW inser—fed inTo The body of —euemdazfsk Insert Format Text Review PRO.FILE
the appointment. St [westmg |
Double click the link to open the Satdste (00D |- Sutes ot sared -
document description. o [om0geass || woy [Nowal | v] compiee (055
[ Reminder: ~ [Hone - [mone - ¢ Owner Thomas Gttler
= The process is thus finished B
0 g
mail.p2m |§|
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Function overview of the integration PRO.FILE — Outlook VSTO

4

4.1

Function overview of the integration PRO.FILE -

Outlook VSTO

This chapter describes in detail the different functions and wizards that are used in the
integration PRO.FILE — Outlook VSTO:

e  Wizard "Save e-mail attachments to PRO.FILE"

e  Selection "Which version to show"

e The PRO.FILE Checkout wizard

Wizard "Save e-mail attachments to PRO.FILE"

Whenever you want to save new attachments in an e-mail to PRO.FILE, the wizard for
the saving of attachments to PRO.FILE is displayed. Via the wizard you can select the
attachments you want to save to PRO.FILE.

1. Select the
attachments
you want to
save to

PRO.FILE by |[F F

activating the Bl-bad Sav; ?le_nan;e111 ilje{KB)
correspondin -
g checkbox 84| [ | John Smithvef 3
iy
2.  Confirm with (oK [ Cancel | w
<OK>.

All selected attachments are saved to PRO.FILE and replaced in the e-mail by a link
email.p2m (4 KB)

All attachments that are not selected in the wizard are not saved to PRO.FILE and thus
remain as attachments with the e-mail.

Buttons for multiple selection

[ Select all attachments. l

B

[ Deselect all attachments. ]

All attachments in the list are selected and the checkmark for
saving is activated:

The selection of every already selected attachment is removed
and the checkmark for saving is de-activated:
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4.2

Information in the list

In the selection list of attachments to be Save  Filename Size (KE)
saved Bbd W |test_20130130.133910:msg 455

| ] John Smith.vef 4

e The first column indicates the system icon for the file type, the second column the
selection for saving in PRO.FILE, the third column the file name of the attachment,
the fourth column the file size in kilobyte.

e The first row shows whether e-mail is to be saved or only the attachments.

e [f the checkbox in this line is activated, the e-mail is also saved to PRO.FILE
and linked to the document descriptions of the attachments. (Function button
<E-Mail with attachments>)

e If the checkbox is not activated, only the attachments are saved to PRO.FILE

and replaced in the e-mail by a link[E] email.p2m 4 KB} (Function button
<Attachments only>)

= The setting of this checkmark is made by the previous selection of the saving
function and cannot be changed in this wizard screen.

e The corresponding file can be opened and displayed directly via the link created
for the file names of the attachments.
(Note: using this process the file can only be viewed but not opened.)

Selection "Which version to show"

If you want to link documents to a new e-mail, you can use the function "Link". (See
chapter "Inserting a document from PRO.FILE as Link into a new e-mail')

Using this function, a link to a document in PRO.FILE is created. There are two options
which are called up by the selection screen "Which version to show":

e Use selected version:

by using the link in the e- | uhichversionofthe selcted documentis o
mail always the selected

version is displayed, Which verdon to show?

even if there are more

current versions. ® Use selected version

() Always use newest version

o Always use newest
version:
By using the link in the
e-mail, always the
newest version is
displayed.

1. Select which version you want to see when you click the link Selection "Which
version to show".

2. Confirm with <Ok>.
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= The link to the selected document is now inserted in into the e-mail.

4.3 The function "Select document from list"

The situation:

This option is used in the saving process of incoming e-mails and/or attachments if no
document description is to be created, but an already existing document description is
to be overwritten or versioned. (For detailed information concerning versioning see the
manual "PRO.FILE advanced — creating, managing and changing PRO.FILE
documents").

Proceeding: The approach after calling the function "Select document from list" differs in one

decisive point:
e A document description is not created but an already existing one is selected.

e  This process is not performed by the PRO.FILE Check-In Wizard but by the Check-
Out Wizard.

e |If there is already a file saved to the selected document description this file is
overwritten or versioned.

Attention: Undo not possible!

Overwriting a file cannot be undone. The option Overwrite results in the loss of the
already existing file.

@ Note:
A document description can only have one file saved to it. After all, the document
description is to describe just one file and help retrieving it.

1. Click on the function button <Select document from list>.

2. Depending on the context, the wizard for selecting the attachments to be saved
will be displayed.
Select the attachments you want to save to PRO.FILE and activate the check
box.(For detailed information see chapter "Wizard "Save e-mail attachments to

PRO.FILE"™
= The PRO.FILE Checkout Wizard is displayed.

3. Choose the desired document via the search function of the Checkout wizard and
select it from the list. (For detailed information see chapter "The PRO.FILE
Checkout wizard"

4. Confirm with <open>.
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= The request "Save

Afile exists already for the selected PRO FILE document description.

dOCUmenf" |S diSplOyed. Da you want to averwrite the file or create a version?

5. Select if you want to
overwrite or version the file.

Save document

(®) Create version?

e Create version
The file you want to
save in PRO.FILE will
be saved as a new
version. The file
already saved to the
document description
will remain as an older
version.

() Overwrite

e Overwrite
The file already saved to the selected document description will be
overwritten with the new file that is to be saved!

6. Confirm with <OK>

= The process is thus finished.

4.4 The PRO.FILE Checkout wizard

If you run the function "open" via the PRO.FILE integration, you will have to set in the
next step which document you want to open. The Checkout wizard helps you do this.

The aim of this approach is in principle:

e  PRO.FILE only knows which document you want to open if the document
description is:

e Either selected in the list view or in a browser
e Orisdisplayed in the form view.

e  Click the button <OK> at the lower right screen corner and the document will be
opened.

Prerequisite for selecting/activating of a document description in PRO.FILE is that this
document description is displayed in list or form view.

The PRO.FILE interface is displayed in the status you last run it.
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e Iftabs have already been | Exkwan ==l

Please choose the desited document by selecting the document deseription.
o seerch or  document you can ue the fnctions ofthe tab [Cockpi'.the tavarter” bt and the "SmaSearch”

o pe n ed , yo U can d | rect | y ou can also selsct document dsscriptions fiom list and fom views of ciizady apened tab

access the data within ‘:E:m.rm? L ELY

saponey

these tabs. CIEEEILE % 7 0]5 8] wens

V. W L PNo. DoNo. #Y TypeofDacument DocD ate createdon Remark -
I S Th e d esire d d ocument W ;74 A0 94 %4 Petokol 05032014 04032014  Statusbesprechung Techrische Dokumentation H

» i 2255 04 04 Handbuch 25092011 18122012 Operation of the integration PROLFILE - Mierosof Word
| |Sfed n fhe V|eW, Cl |C|( on 26 %503 01 01 Handbuch 04032014 DB.032014  Operation Interation PRO.FILE M3 PowerPoint
A 2672 01 0 Handbuch 05032014 06032014 Instalation and Adminstiaion PRO.FILE Optical Avctiving

|1' a nd Then CIiCk fhe T A 28075 08 08 Handbuch 09082011 DB11.2012  Configuetion of the PRO.FILE GUI

[N G ZOM40E 10 10 Handbuch 03082011 14022013 Korfigualion der PROFILE Oberfiche
b utton <Open> . W 2901 03 19 Hendbuch 19002011 Q2072013 Achinistaion Opbial Archiving a

<[ i ] v

Dosument dess... Browser Where used [SERTIRN Staluslog  Modification log _Status infomali.._Maiprolocol ERP Integratio.. Dosument depe.. Preview
B E ‘ Hit count; 4

ype of Docu createdon  Ext Manualname Type of mar

»mnllmmmm

263431 03 04 Hendbuch 16052012 doc
Eﬁ@ 256097 02 04 Hendbuch 09032012 doc
By 24252 01 04 Handbuch 25092011  doc

« i »

e If no tabs are already open or the desired document is not displayed yet, you
search for it now.
To do so, you can use several functions that are explained in the following:

Beware the double click within the Checkout wizard.

To open documents, select them and click on the button <open>. A document cannot
be opened via a double click!

A double click means: you can only view the document!

The Checkout wizard remains active in the background to receive your selection. You
have to close the Checkout wizard before you can continue to work in MS-Word.

Search for data in the Checkout wizard

To search for data in the Checkout wizard you have several possibilities:

e The search using the tab "Cockpit"
The tab "Cockpit" consists of the same symbols as the icon bar: "Search document",
"Full text search", and "Search part '," Search project, have the same functionality as
the icons of the icon bar. You can go back to the tab "Cockpit' at any time.

o The search using the functions of the Favorites list
In the Favorites list there are as well several possibilities to select a document:

e You can retrieve your searches or data lists kept in memory via double click
using the "favorites".

e You can create your own search forms using "SmartSearch".

e If you work with PRO.FILE- processes and —tasks, you can open the linked
documents when calling a task category.
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4.5

4.5.1

e The Search using the icon bar
In the superior icon bar searches can be started via the following icons:

. |:'Es'u: Search for documents to display in a list.

. 4. Search for parts to display in a list. You can only select documents linked
to the part in the dependent tabs "browser" and "document dependence".

. L& : Search for projects to display in a list. You can only select documents
linked to the project in the dependent tabs "browser" and "document
dependence".

For detailed information concerning the selection of data in PRO.FILE see manual
"Operation PRO.FILE for Beginners".

Extras

The button "Extras" can be found in the tab "PRO.FILE" =4 E}drasﬁ
in the Outlook menu bar. From there you can access the | @  Hep
following functions:

) PROCAD on the web
e Help: @ About
For the support of your work with the integration
you can open the PRO.FILE online help with this
function.

e PROCAD on the web:
Opens the official web site of the company

PROCAD.

e About:
System information on the installed integration and
the used PRO.FILE system.

Help

For the support of your work with the integration PRO.FILE — Outlook VSTO you can
open the PRO.FILE online help in the NetHelp format in your web browser.
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Extras

Proceeding; 1. Select the fab "PROFILE" [ ,, \
from the Outlook menu bar. @A nbox - <o
[ st sendmeceve  Foider  view  addfif | PRO.FILE
‘_M‘:';Im Rk Wv sl | EEREdns
i Fiierang 2 .
2. Select the function button <Extras> => <Help>. = Extras ~
= The PRO.FILE online help is now displayed in your © Hep

default web browser.

e On the left-hand side
you find a structure
overview, where you
can select the desired
chapters of the help.

e  The right-hand side
displays the contents
of the chapter.

Within the help window
you can use the following
functions:

e Contents

e Search:

L3P () | htps://support procaddessi O - @ C

) PROCAD on the web

@) About

S PROFILE V3 - Release 86 0... % ||

Datei Bewbeten Ansicht Favoriten Btras 7

¥ oo PROOM.de & PROCAD.de &) PROCAREintem L4 CRM 2] Sharepoint-Portal [ Google

P % v B v @ v Setev Scherhetv Bty @~

o088

| Contents [uStR
= 6 :
@ Important new features in PRO.FILE 8.6
@ Operation - Working with PRO.FILE and
the integrations
@ The operation of PRO.FILE
@ Functions of the PRO.FILE CAD
integrations
@ Operation of the PRO.FILE Office
Integrations
@ Operation Optical Archiving
@ Operation PRO.FILE Pocket
@ Configuration tools - configuring
PRO.FILE

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

@ Configuration of the format generators

@Technical Administration

@ Installation Server and Clients

@ Installation of the WIBU-Key for
PRO.FILE

(@ Update Server and Clients

@ Installation Integrations and additional
modules

@ Installation and Administration ERP
components

@ Administration PRO.FILE server
components

~

v

__nGfhware daninument icinn inetalistinn
e

m
«

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.

< >

Switching forward and backward from chapter to chapter.

Displays the chapter structure

Enter a search string. The entire help is then searched for this

string. The search hits are displayed in the left-hand window pane.

==

[ ] ol

Print the currently displayed help chapter.
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452 PROCAD on the web
Via the menu function "PROCAD on web" you can = Extras

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 Outlook
Ih Tab "PRO.FILE" => Group "Extras" => "Extras" => "PROCAD on web"

4.5.3 About

0 Help

&) PROCAD onthe web

@) About

Via the button "Extras" => "About" you can view the basic system information on the
installed integration PRO.FILE — Outlook VSTO. This system information may be of
relevance when you are in contact with the PRO.FILE support.

Proceeding: 1

Select the tab "PRO.FILE" from the Outlook menu bar.

2. Select the function button <Extras> => <About>.

= The then displayed information window shows the
following information:

The installation path of the PRO.FILE Windows
Client

The path to the current PRO.FILE configuration
point.

The conversion status of the installed
integration version.

|=s| Extras -
0 Help
) PROCAD onthe web
@) About [s
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e The AST data version

e The currently used PRO.FILE FROFLENEReemse &7
database. o e @
e The version number of the DEPFAD C:\Program Files (xB6)\procad profile\
installed PRO.FILE client. DHANEERD \\PROQS2012\ConfigurationPaints\P7
Conversion Level 8.60.0.280
e The currently logged-in Version of system data 2500220
user. Database Identifier P7IPROQS2012
Program Version 8.60.0.284
e The current memory usage - R

in kb of the integration Memory Usage (k) 3
PRO.FILE — Outlook VSTO.

PRO.FILE Outlook Integration VSTO
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5 Overview of menus and buttons

In this chapter you will find a compilation of the menu items and buttons of the
Integration PRO.FILE — Outlook VSTO:

e Buttons in the menu of the integration

e  Functions in the context menu of Outlook

5.1 Buttons in the menu of the infegration
The following compilation & S
gives an overview which Pl i e : \
buttons are available in which I o cmircae  ride  we  aq | PRO.FILE
(=4 E-Mail only ~ 7

PRO.FILE menu in MS H e B O
OUTlook: ke Save Open u';::::“ Show in PRO.FILE

E e E-Mail with attachments:

This function saves the e-mail and their attachments in
E-Mail with PRO.FILE.

ool See Saving incoming e-mails with attachments

H Create new
e Create new:

Here the same function as with "E-Mail with
attachments" is run.

E_ ' Select document from list

e Select document from list:
With this function you can overwrite or version an
existing document description in PRO.FILE.

L4emailony-| ¢  E-Mail only:

[ Create new This function saves the email in PRO.FILE, but not the
k' select document from list attachments.

o  Create new:
Here the same function as with "Only E-Mail" is run.

e Select document from list:
With this function you can overwrite or version an
existing document description in PRO.FILE.

[@a Attachments only|'l o Affochmen’rs on|y:
By Create new This function saves only the attachment of the e-mail,
k_rt Select document from list not the mail itself.

e Create new:
Here the same function as "only attachments" is run.

e Select document from list:
With this function you can overwrite or version an
existing document description in PRO.FILE.
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e Email:
E'$ This function opens the version of the e-mail saved in
: PRO.FILE.
E-Mail See Opening an e-mail from PRO.FILE
: e From template:
\_‘ This function creates a new e-mail in MS Outlook from
From a saved e-mail as template.
template See Creating an new e-mail from draft in PRO.FILE
= e  Document:
ED This function shows the document description for the
Document selected e-mail.

See Displaying a document description of an e-mail
attachment saved in PRO.FILE

e Save and send:
You want to save a newly created e-mail with the
desired attachment in PRO.FILE and send it to the
indicated addressee immediately thereafter.
See Saving a new e-mail in PRO.FILE and sending it

@:} Create new ° Create new:
k% Select document from list Here the same function as with "save and send" is run.

e Select document from list:
With this function you can overwrite or version an
existing document description in PRO.FILE.

e Save template:
This function saves the e-mail as template in PRO.FILE.
See Saving a new e-mail as draft in PRO.FILE

template =
E:: Create new L4 Create new:
k% Select document from list Here the same function as with "save template" is run.

e Select document from list:
With this function you can overwrite or version an
existing document description in PRO.FILE.

e File:
Q This function inserts a saved file as attachment into an
File e-mail or task.
See Inserting a file from PRO.FILE as attachment into @
new e-mail
- e Link:
. J} This function inserts a P2M link to a PRO.FILE
Lin document description into an e-mail or task.

See Inserting a document from PRO.FILE as Link into a
new e-mail
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= E}drasE e Exiras => Help:
@ Hep This function calls up the PRO.FILE Online help
See Help

e Extras => PROCAD on the web:
Opens the official web site of the company PROCAD
See PROCAD on the web

e Extras => About:
This functions shows an overview of versions and
configuration settings of the used integration PRO.FILE
— Outlook VSTO.
See About

) PROCAD on the web

@ About

52 Functions in the context menu of Outlook

If you have selected an e-mail in a folder of

-
Outlook, you can access various PRO.FILE & guickprint
functions via the context menu of the right &
mouse button. 3| Repiy A
3 Forws
You will find there: B Mork os Read
e  PROFILE Save: .
Y h the followi . ) 3 Find Related »
ou have the following options: B e X
e E-Mail with attachments: B Move '
This function creates an own '@ Onetiote
document description for each the e- & ji:ire X
mail and its attachments. % pelete
(See Saving incoming e-mails with I T
attachments) B PRO.FLE Open b
BL PRO.FILE Document Attachments only »
e E-Mail only:

This function creates a document description in PRO.FILE for the e-mail, but
not for its attachments. (See Saving incoming e-mails without attachments)

e Attachments only:
This function creates a document description for the attachment, but not for
the e-mail itself.
(See Saving only the attachments of an incoming e-mail)

e PRO.FILE Open:
The last version of the e-mail saved in PRO.FILE will be opened. (See Opening an
e-mail from PRO.FILE)

e  PRO.FILE Document:
The document description of the selected e-mail is displayed. (See Creating an
new e-mail from draft in PRO.FILE)

PRO.FILE Release 8.7
March 2017 Page 36 of 38



Operation of the Integration PRO.FILE - Outlook VSTO Functions in the context menu of Outlook

The respective applications and approaches are describes in the linked chapters of this
manual.
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