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Introduction To MIE Docs 
 
Congratulations on your decision to use MIE Docs document management system. 
 
MIE Docs is a document management system developed by MIE Solutions.   Document 
management is a critical aspect of your company and MIE Docs makes it simple and easy 
to handle your wide variety of documents.  MIE Docs solves problems of storing, 
managing, searching and history of files stored in electronic format. 
 
Key Benefits of Electronic Document Management are : 
 

·  Reduction of paper handling and error-prone manual processes  
·  Reduction of paper storage  
·  Reduction of lost documents  
·  Faster access to information  
·  Improved control over documents and document-oriented processes  
·  Streamlining of time-consuming business processes  
·  Security over document access and modification  
·  Provide reliable and accurate audit trail  
 

Key Benefits of MIE Docs include all the above and 
 

·  MIE Docs seamlessly integrates with windows applications where files can be 
saved directly to the virtual directory system. 

·  MIE Docs has 100% customizable meta-data which can be stored with the 
files. 

·  MIE Docs allows files to be associated together. 
·  MIE Docs has lightning fast search capabilities 
·  MIE Docs allows looking at history, viewing historical files and complete 

revision control system. 
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Installing MIE Docs 
 
Installation Overview 

IMPORTANT! 

Make sure to completely read and understand the installation instructions. You can render 
your current software unusable if you perform the i nstallation incorrectly! Back up your 
current set of databases and reports to a safe loca tion.  If you encounter any problems, 
please contact Technical Support.  You should develop an installation strategy before performing 
a new or upgrade installation. The overall installation process consists of these steps: 

 

There are two installation programs that come with MIE Docs.   There is a server 
installation and a client installation. 

Server Installation 
The server installation is used to install the database software and database onto your 
computer which is used to store your files.  

 

Client Installation 

The client installation must be installed on all computers that wish to access the 
documents stored in MIE Docs. 

 
System Requirements 
 
The MIE Docs software can be installed on computers running on one of the following 
operating systems: 

·  Windows Vista 
·  Windows Server 2003 
·  Windows XP 
·  Windows 2000 

The operating system version can be either Workstation or Server. Ensure that the target 
computer has at least 100 MB of free space for the installation. The space required by the 
MIE Docs depends on the amount and size of the documents and other objects to be 
stored. 



MIE Docs User Guide 

 6

Server Installation 
 
The server installation must be installed first onto the computer that will be hosting the 
document repository for MIE Docs.  MIE Docs uses SQL Server as the database and this 
must be installed prior to running the client installation.   You can install the server and 
client on the same computer if you are running MIE Docs in a single user mode.  If you 
have previously installed MIE Docs Server you can continue reading from the ‘Client 
Installation’ section of this guide. 

Installation Steps 
 

1. Make sure you have closed all program running on your system. 
2. Run the server setup.exe program to begin the installation process. 

 
IMPORTANT NOTE :  You must run this installation as  Administrator.   On Vista 
you can right click on the file and install as administrator.   On Vista you must also 
be logged in as local administrator. 
 

 
 

3. The prerequisites are SQL Server and DOT NET Framework 3.5.   If any of these 
programs are not installed the following screen will be displayed which will let 
you install them.   After the prerequisites are installed you can continue the 
installation of the MIE Docs database. 
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a. If the .NET Framework is not found on your system the installation of the 
.NET Framework will be required.  The installation of .NET Framework is 
required for SQL Server Express.   The system will automatically install 
the required .NET Framework during the installation process.  You may 
be required to reboot after the installation. 
 

b. If required the installation program will ask you to install SQL Server 
Express.   During the installation process please select all the default 
options unless you are familiar with SQL Server and wish to change those 
options which you require. 

 
4. Connection Setup dialog displays which is when the actual database is created on 

SQL Server.   If the database is installed on your system locally you will want to 
have the ‘Database is installed on this computer’ checked.   Select your database 
instance name and database name which defaults to MieDocs.    Based on your 
authentication mode of your SQL Server instance you can select Windows 
Authentication Mode or Mixed Mode and type in your database administrator 
name and password.      Once you have tested the connection you can click Ok for 
the system to create the database. 
 
The default for a single user installation with SQL Express is located on the local 
system which is running the setup program. 
 

 
 

5. The installation is complete after finishing this step. 
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Client Installation 
 

The server installation must be installed first onto the computer that will be 
hosting the document repository for MIE Docs.   The client installation can run on 
every computer that requires access to MIE Docs.     
 
 
 
1. Run Setup.exe 
 
Running the setup the following screen is initially displayed.    Click next through 
the initial dialog and read and accept the license agreement to continue the 
installation. 
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2. Click Next from the Destination Folder. 
If you wish to change the default destination, click on the Change Button  
 
 

 
 
3. Select either Complete or Custom option from the Setup Type window, then 

click Next.   Select Complete install for the system to install all the pieces of 
the software that are required including the proper version of DOT Net 
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4. Click Install  from the screen below to Install the software.  Once the 

installation is complete click on Finish.   
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Prerequisites Dot Net Framework 
 

6. The prerequisites for MIE Docs is DOT NET Framework 3.5.   If any of these 
programs are not installed the following screen will be displayed which will let 
you install them.   After the prerequisites are installed you can continue the 
installation of the MIE Docs Client 
 

 
 

a. If the .NET Framework is not found on your system the installation of the 
.NET Framework will be required.  The installation of .NET Framework is 
required for MIE Docs.   The system will automatically install the required 
.NET Framework during the installation process.  You may be required to 
reboot after the installation. 
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User Registration 
 

Running the MIE Docs application is very simple.   Go to My Computer on the 
computer which you have installed MIE Docs and you will see the MIE Docs 
software shown below.   Double-Click on the icon and MIE Docs will start.   If 
this is the first time you have run the program on this computer you will see the 
registration and login page. 
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First Time User 
 
The first time MIE Docs client is run, the user must initially sign in to the MIE Docs 
database.   NOTE :  The server installation must be completed prior to running the client.   
Once the MIE Docs icon is clicked the system will require the user to log into the 
database.   This step is only required during the initial setup.  All subsequent attempts to 
run MIE Docs will be correctly setup so the user does not have to do this. 
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1. To register for the first time click on Register a New Account. 
 

2. To log in a different account click on Login with a different account. 
 

 
 

3. New User Registration 
Enter first and last name.    
Enter Password and Confirm the Password. 
Click Submit to continue with registration. 
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4. During the first time registration process you must create an organization in 

order to begin. Each project that is created must be associated to a group.  
Enter an Organization and a Group then click Submit.  You only need to 
create a new organization one time during the first time running MIE Docs. 
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Running the Application 
 

Running the MIE Docs application is very simple.   Go to My Computer on the 
computer which you have installed MIE Docs and you will see the MIE Docs 
software shown below.   Double-Click on the icon and MIE Docs  
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User Interface 
 
The user interface is designed to be simple to use and matches the very common 
Windows Explorer look and feel. 
 

Toolbar 
 
The toolbar is context sensitive and active as you click on projects, folders and files.     
 

 
 
The toolbar allows you to 
 

·  Move back in the directory listing 
·  Move forward in the directory listing 
·  Refresh the files list 
·  Go to your root project list 
·  Add Files 
·  Open Files 
·  Cut, Copy, and Paste 
·  Check out File 
·  Check in Files 

 
 

Right Click on File 
 
Right clicking on a project, folder or file opens up a context sensitive menu which 
enables operations.  
 

Changing Your View 
 
Right clicking on the MIE Docs desktop allows you to change your view of the files.   
Click on the View and you can adjust your view to show Large Icons, List or Details. 
 

 
 



MIE Docs User Guide 

 18

Creating Your First Project 
 

MIE Docs consists of projects located in the root level of the application.   
Projects are created by administrators and can be edited by administrators by 
clicking on the Projects menu on the left hand panel.   
 

 
 
 
 
Once you click on new project you will be asked for both the project name and 
group that the project belongs to.   Users of MIE Docs are each associated with 
one or more groups and only users belong to the group the project is assigned to 
can view files within the group. 
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Working With Files and Folders 
 
MIE Doc projects consist of folders which can contain themselves other folders or files.    

A file is very much like a typed document that you might find on someone's desk or in a 
filing cabinet; it's an item that contains a collection of related information. On a 
computer, examples of files include text documents, spreadsheets, digital pictures, and 
even songs. Every picture you take with a digital camera, for example, is a separate file, 
and a music CD might contain a dozen individual song files.  Your computer represents 
files with icons. By looking at a file's icon, you can tell at a glance what kind of file it is.   
The icons used are the same representation that Windows Explorer uses. 

A folder is little more than a container in which you can store files. If you put thousands 
of paper files on someone's desk, it would be virtually impossible to find any particular 
one when you needed it. That's why people often store paper files in folders inside a 
filing cabinet. Arranging files into logical groups makes it easy to locate any particular 
file.  Not only do folders hold files, but they also can hold other folders. A folder within a 
folder is usually called a subfolder. You can create any number of subfolders, and each 
can hold any number of files and additional subfolders. 
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Adding Folders 
 
MIE Docs allows you to add folders to projects and existing folders.   Right click on the 
MIE Docs desktop.  Make sure you are inside a project or another folder because the root 
of MIE Docs must be a project.    Click on New Folder to add a new folder.   Once a 
folder has been added you can double click on the folder and add files or other folders as 
necessary. 
 

 
 

 

Adding Files To Your Folders 
 
MIE Docs allows you to add files to folders.   You are not able to add files to projects 
specifically but to folders only.   Right clicking on the desktop brings of the menu shown 
below. 
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New File Dialog 

 
When you add new files the following dialog window is displayed which allows you to 
enter pertinent data about your file.   Files have names and the rest of the information is 
optional.   Files can be associated with a party which could be an employee, customer, 
vendor, etc.   Each file can have a description with associated META data properties 
which can be assigned to the file for searching, filtering and sorting.   To add attributes to 
a file click on the additional properties dropdown and select the appropriate file.    See in 
the manual under Administration and File Attributes for more information.   If you have a 
set of common attributes that you wish to assign to specific document types you can click 
on the attribute template dropdown and select an appropriate template.   A template is a 
group of attributes that are user defined.    Creating templates makes it simpler to  set 
common file attributes.  See in the manual under Administration and File Type for more 
information. 
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New Item 

 
A new item is a file that does not exist on the system yet.   The new item brings up the 
add new dialog box which allows you to enter information about the file. 
 

Add Existing Item 

 
Adding an existing item will let you search your system for a file which you want to add.   
Select the file to add and the add new dialog box is brought up on your screen.   Enter all 
the appropriate information about the file and save. 
 

Add Existing Document Type 

 
Adding an existing document type will create a new file on your system with the file type 
template.   A file type template is user defined and has a set of attributes which are 
predefined to associate with the new file.   The list will show all the new file types that 
you have defined. 
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Copy / Paste 
 
MIE Docs allows you to copy and paste files from your windows explorer to MIE Docs 
and MIE Docs to windows explorer.    You can also copy paste MIE Doc files to another 
directory in the MIE Docs repository. 

 

Rename 
 
You can rename a projects, folders and files.   Click on the project, folder or file you 
would like to rename and right-click for the menu option.  

 

Open 
 
MIE Docs allows you to open files by both double clicking on the file or selecting open 
from the toolbar.   If the file is checked out the file will open in the associated windows 
application which can then be edited.   If the file is not checked out the system will ask 
you checkout the file or open in read-only mode.  

 

Delete 
 
MIE Doc projects, folders and files can be deleted by the owner of the file or an 
administrator.   MIE Doc deletions are permanent and will also delete all versions if 
multiple versions exist.    Be careful because it is permanent. 

 

View 
 
The MIE Docs desktop view can be changed to show Large Icons, List or Details.   You 
can adjust your default setting through the user options. 

 

Properties 
 
The properties window shows the file name, description and attributes associated with the 
file.   If the file has relationships you can click on the relationships tab to show all 
associated files.   The history tab will display all the previous versions of the file which 
you can open and/or rollback to the version you desire. 
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History 
 
The history selection opens up the properties window to the history tab.   The history tab 
will display all the previous versions of the file which you can open and/or rollback to the 
version you desire. 
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Version Control 
 

Introduction 
 
MIE Docs is a centralized system for sharing information.   At its core is a repository 
which stores all the data.   The repository stores files in the form of a file system tree just 
like Windows Explorer.   The view of the repository is a typical hierarchy of files and 
directories.   Multiple clients connect to the repository, and then read or write these files.  
Once a client writes to the files, that information is available to others to read. 
 
So why is this interesting?  This is much like a standard file server or directory system 
that you have setup now.    You could think of the repository as a file system with one 
very special caveat, it saves all the information that was every saved to the files.   This 
allows unlimited history so historical information is not lost.   Also the searching 
capabilities are much more powerful in a repository where files can have unlimited 
amounts of meta-data associated with them.    
 
MIE Docs uses a checkout-modify-checkin model to address the problem of multiple 
people viewing and changing their file system.   Using a checkout method users cannot 
clobber each others’ work because changes cannot be made until files are checked out.   
If the file is checked out other clients only have read-only permissions on the files. 
 

Checking Out A File 
 
Checking out files is done by double clicking on the file you want checked out and a 
dialog will be displayed if you want to check out the file or open it in read-only mode.   If 
you open in read-only mode all changes you make will not be saved.   If you open by 
checking the file out all you changes will be saved once you check-in the file.   You can 
also checkout a file by right clicking on the file as shown below and selection the 
checkout menu option. 
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Check in File 
 
Check in files is done by right clicking on the file and selecting the check in menu option.   
You can check in files with or without comments. 

 

 
 

 

Uncheck Out File 
 
If  you have a file checked out and you wish to not check in your changes you can 
Uncheck Out your files by selecting the Uncheckout menu option.   This will remove any 
changes that your were working on and the file will be in its original state. 
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Searching 
 

Searching For Files 

 
 

Advanced Search 
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Security 
 

Project 
 
Projects can only be created by administrators.   Administrators assign a project a group.  
Only users belonging to the project group have access to the project. 
 

Folder 
 
Projects contain folders and folders can have users assigned to them.   If there are no 
users assigned to a folder, the user privileges will be based on the preferences setup for 
the user.   If there are users assigned to a folder, only users with security for the folder 
will be allowed to publish or view items. 
 

File  
 
Folders contain files and files can have users assigned to them.   If there are no users 
assigned to a file, the user privileges will be based on the preferences setup for the user.   
If there are users assigned to a file, only users with security for the file will be allowed to 
publish or view items. 
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User Options 
Options 
 
The user options dialog allows you to edit your default view. 
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Switch User 
 
MIE Docs defaults to the windows user as the logged in client.   In some cases it may be 
necessary to switch to a different user during the usage of MIE Docs.   An example 
would be if an administrator wanted to make changes on a client machine without 
logging into Windows.   Select a user name and enter the password and you will be 
logged in under the newly selected user. 
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Administration 
 
The following screens can only be accessed by the administrator.   All other users do not 
have access rights to these screens. 
 

Organization 
 
MIE Docs allows the administrator to create a single organization associated to this 
database.    The days to save temp files is a setting used for removing files from your 
local system after they have been checked in or read-only files which are not in use.   The 
system keeps these files in your temp folder for the days specified in organization 
maintenance. 
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Groups 
 
MIE Docs uses groups to enable specific sets of users access to projects.   Users can 
belong to one or more groups but a project only belongs to a single group.    You can 
assign users to groups from this screen or from the user maintenance screen. 
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Users 
 
MIE Docs users can be maintained through the user administration screen.   When a user 
is added to MIE Docs the user must be confirmed by an administrator.   The 
administrator goes to the ‘Unconfirmed Users’ list and confirms the users that wish to 
have access to MIE Docs.  Administrators can enable users, change a user password, set 
security privileges and add users to specific groups.  
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Parties 
 
MIE Docs is a file system where you can create parties which can be associated to files.   
Many files are specific to individual party members, example customers, vendors, 
suppliers, buyers, employees, etc.   When adding or editing files MIE Docs allows you to 
associated a party to the file which can later be used in search criteria. 
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File Attributes 
 
MIE Docs allows you to define attributes which could be used as metadata to describe 
files that are saved.   The data is user defined and is used in both history and searching.   
Attributes can either be Text, Numeric, Date, Boolean or Selection.   Selection gives you 
the capability of having a drop down list box of choices to choose from.   MIE Docs 
allows you to group attributes for certain type of files in File Type maintenance. 
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File Type 
 
MIE Docs allows you to create file types.   File types specify a list of default attributes 
associated with a specific file type.   This becomes very powerful because you can save 
invoices files with one set of attributes and a work order with another set of attributes.   
MIE Docs gives you the flexibility to define any number of groups with any number of 
attributes. 
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Projects 
 
Projects are the root of MIE Docs.   Projects include folders and folders include files.   
Projects are associated with a single group which enables security to be done at the 
project level.  You can rename a project and change the group associated to a project.   
You can also add a new project or you can add a new project by right clicking on the 
projects window.   Deleting a project can only be done if there are no folders within the 
project. 
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Hints and Suggestions 
 

Working Remotely 
 
MIE Docs allows you to connect your laptop computer to the network and checkout files 
as you would any other desktop computer.   You can then take you laptop off the network 
and make changes to the file away from the repository.   Once you connect your laptop 
back up to the network you can either check in or uncheck out the file as needed. 
 

 


