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Introduction To MIE Docs

Congratulations on your decision to use MIE Docsutieent management system.

MIE Docs is a document management system develop®E Solutions. Document
management is a critical aspect of your company\iftiDocs makes it simple and easy
to handle your wide variety of documents. MIE Deotves problems of storing,
managing, searching and history of files storeel@ttronic format.

Key Benefits of Electronic Document Management:are

Reduction of paper handling and error-prone mapraiesses
Reduction of paper storage

Reduction of lost documents

Faster access to information

Improved control over documents and document-cgkprocesses
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 appilices where files can be
saved directly to the virtual directory system.

MIE Docs has 100% customizable meta-data whichbeastored 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 histcai 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 WMtk 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 computanging on one of the following
operating systems:

Windows Vista

Windows Server 2003

Windows XP

Windows 2000
The operating system version can be either Woikstatr Server. Ensure that the target
computer has at least 100 MB of free space fomsiallation. The space required by the
MIE Docs depends on the amount and size of therdents and other objects to be
stored.
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Server Installation

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

Installation Steps

1. Make sure you have closed all program running air ggstem.
2. Run the server setup.exe program to begin thellastam process.

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

Name : Date modified Type Size
J ISSetupPrerequisites 6,/19/2008 9:50 AM  File Folder
. program files 6,/19/2008 9:50 AM File Folder
ﬁl MIE Docs Server.msi 6,/18/2008 5:14 PM  Windows Installer ... 1,749 KB
B setup.exe 6,/18/2008 5:14 PM Aelication 2023 KB
Open
F Run as administrator
) Select Left Side to Compare
TextPad

WO T o e S TR .

3. The prerequisites are SQL Server and DOT NET Framme®.5. If any of these
programs are not installed the following screen el displayed which will let
you install them. After the prerequisites ardatied you can continue the
installation of the MIE Docs database.

7 InstallShield Wizard

I FMIE Docs Server requires the following items to be installed on pour computer. Click [nstall
L=1 o begin installing these requirements.

Status Requirement

ticrosoft SOL Server 2005 Express SP2
FPending Microzoft WET Framework 3.5 Mweb Download)

| | nstall | I Cancel I
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a. If the .NET Framework is not found on your systdma installation of the
NET Framework will be required. The installatioih.NET Framework is
required for SQL Server Express. The systemautbmatically install
the required .NET Framework during the installagwacess. You may
be required to reboot after the installation.

b. If required the installation program will ask yauinstall SQL Server
Express. During the installation process pleasectall the default
options unless you are familiar with SQL Server agh to change those
options which you require.

4. Connection Setup dialog displays which is whendtteal database is created on

SQL Server. If the database is installed on yystem locally you will want to
have the ‘Database is installed on this computegcked. Select your database
instance name and database name which defaultgefddds. Based on your
authentication mode of your SQL Server instancegauselect Windows
Authentication Mode or Mixed Mode and type in yolatabase administrator
name and password.  Once you have tested timection you can click Ok for
the system to create the database.

The default for a single user installation with SEpress is located on the local
system which is running the setup program.

= "

85 Connection Setup [E3m]

[v Datzbase is installed on this computer

DE Server name: | J

DE Instance name:  |SQLEXPRESS |

Database Name: ||"-"|ie Docs

Choose the authentication mode:
' ‘windows Authentication Mode

(" Mixed Mode (\Windows Authentication and SGL Server Authentication)

DB Admin username: |

Password: |

Confirm Password: |

Test Connection Ok

5. The installation is complete after finishing thiss
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Client Installation

The server installation must be installed firstootite computer that will be
hosting the document repository for MIE Docs. Thent installation can run on
every computer that requires access to MIE Docs.

1. RunSetup.exe

Running the setup the following screen is initiaigplayed. Click next through
the initial dialog and read and accept the licaageement to continue the
installation.

T e e e =
: Welcome to the InstallShield Wizard for MIE
DoCcs

The InstallShield(R) wWizard will install MIE Docs on your
computer. To continue, dick Mext,

WARMIMNG: This program is protected by copyright law and
international treaties.

< Back || Mext = I [ Cancel
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2. Click Nextfrom the Destination Folder.
If you wish to change the default destination,kctie theChange Button

145! MIE Docs - InstallShield Wizard
Destination Folder
Click Mext to install to this folder, or dick Change to install to a different
G Install MIE Docs to:
C:\Program Files\MIE Solutions\MIE Docs),
In=tallshield
[ < Back ][ Mext = ] [ Cancel ]
[

3. Select eitheComplete or Custom option from the Setup Type window, then
click Next. Select Complete install for the system to instliithe pieces of
the software that are required including the promesion of DOT Net

15! MIE Docs - InstallShield Wizard
Setup Type
Choose the setup type that best suits your needs.

Please select a setup type.

@ Complete
g All program features will be installed. (Reguires the most disk
space. )

Choase which program features you want installed and where they
will be installed. Recommended for advanced users.

Inztallshield

[ < Back ][ Mext > ] [ Cancel
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4. Click Install from the screen below to Install the software.c©the
installation is complete click dainish.

1% MIE Docs - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Installshield

<Back || Instal | [ cancel

10
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Prerequisites Dot Net Framework

6. The prerequisites for MIE Docs is DOT NET Framew8rk. If any of these
programs are not installed the following screen gl displayed which will let
you install them. After the prerequisites ardatied you can continue the
installation of the MIE Docs Client

7 InstallShield Wizard

5y MIE Diocs Server reguires the following items ta be installed on your computer. Click [nstall
L=*1 0 beagin installing these requirements.

Status Requirement

Microzoft SOL Server 2005 Express S5P2
Fending Microzoft MET Framework 2.5 fw'eb Download)

k | stall | | Cancel |

a. If the .NET Framework is not found on your systdma installation of the
NET Framework will be required. The installatioih.NET Framework is
required for MIE Docs. The system will automallicanstall the required
.NET Framework during the installation process.uYay be required to
reboot after the installation.

11
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User Registration

Running the MIE Docs application is very simpl&o toMy Computer on the
computer which you have installed MIE Docs and wailisee the MIE Docs
software shown below. Double-Click on the icod &E Docs will start. If
this is the first time you have run the prograntlis computer you will see the
registration and login page.

File Edit View Tools Help

Organize * B2 Views =~ jzl Systern properties gl Uninstall or change a prograrn

Mame Type : Total Size Free
Hard Disk Drives (3)
Local Disk (Z:)

Favorite Links

E Documents

E Pictures
T —— | =
B Music b 160 GB free of 222 GB - v
More »» Devices with Removable Storage (5]
Folders bl » o
DVD RW Drrive (E: -
Bl Desktop = rive (E:) W
[E¥ David Ferguson " L s
" Public etwork Location (3]
M Computer } MIETrak }
— S WMWIESERVER Testing] (M: —r
&L, Local Disk (C) =t A
- i I -
= RECOVERY (D)

&4 DVD RW Drive (E:) _ Other (1)

== hemovable Disk (F:) )
] MIE Docs Wersion 1.1
== hemovable Disk (G:) o
== hemovable Disk (H:)
== hemovable Disk (1)
—a EXTERMAL ()}
o MIETrak (\VWMIESERVERNTesting) (M:)
o# MIEFile (WMIESERVER\Testing) (M:)
5 Source (WMIESERVER) (5]
& Developer (MWMIESERVER) ()
o Data (WMIESERVER) (Z:)
E MIE Docs Version 1.1
¥ MNetwork
Control Panel
"2 Recycle Bin
. HarrisFiles
; Mew Folder

12
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First Time User

The first time MIE Docs client is run, the user mumtially sign in to the MIE Docs
database. NOTE : The server installation mustdmepleted prior to running the client.
Once the MIE Docs icon is clicked the system vatjuire the user to log into the
database. This step is only required duringnit@l setup. All subsequent attempts to
run MIE Docs will be correctly setup so the useesloot have to do this.

-

o5 Connection Setup ==

@ Failed to connect to Database, please setup your connection:

[] Database is installed on this computer

DB Server name: -

DB Instance name: | -
Database Name:  MieDocs

Choose the authentication mode:

@ ‘windows Authentication Mode

1 Mizeed Mode (\Windows Authentication and SQL Server Authentication)
DE Admin username:
Password:

Confirm Password:

o) [

13
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1. To register for the first time click dRegister a New Account.

2. Tolog in a different account click drogin with a different account.

o2 Login or Register =)= =]

User Account Not Found
Would you like to Login to a different account or Register a new account?

[ Login with a different account ] [ Register a New Account

3. New User Registration
Enter first and last name.
Enter Password and Confirm the Password.
Click Submit to continue with registration.

P "

o= Mew User Registration = | =[] |
|Iser Reqistration
Usemame |MIE-S0LUTIONS \davidferguson =

User Key |5-1-5-21-3834553657-2112015156-611009889-110

= rl

Password +

*

Confirm Password
Cortact Information

Title
First Name =

Last Name

Phone1 () __ -
Cell1 (_)_ -

Email

Submit | | Cancel

14
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4. During the first time registration process you nrsate an organization in
order to begin. Each project that is created mesidsociated to a group.
Enter an Organization and a Group then c8clbmit. You only need to
create a new organization one time during the fims¢ running MIE Docs

-

‘} o5 Creating Organization and Group E=R[EoR 5

During the first time registration procoess vou must create an arganization in order to begin.
Each project that iz created must be associated to @ group 30 you must enter an initial group name.
Flease enter your organization name and default group below to proceed.

Crganization  MIE Solutions

Group HA|

Submit || Cancel

15
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Running the Application

Running the MIE Docs application is very simpl&o toMy Computer on the
computer which you have installed MIE Docs and wailisee the MIE Docs
software shown below. Double-Click on the icod ME Docs

File Edit View Tools Help

o b e

Organize ~ o= Wiews ~ jz] Syctermn properties  jll Uninstall or change a program

Mame Type - Total Size Free
Hard Dhsk Drives (3]
Local Disk (C:)

Fawvorite Links

E_j Documents

E Pictures
T e— | -
B Music g/ 160 GE free of 222 GB —a
More »» Devices with Remowvable Storage (5)
Folders S - .
BN Desktop = DWVD RW Drive (E:) ﬂ
|E¥ David Ferguson N L L i -
| Public etwork Location (5)
18 Cornputer _ MIETrak )
= = MIESERVER) Testi Pt =
&, Local Disk (C:) — E“\ \Testing) (M) “ar
S S
——w RECOVERY (D:)
&3 DVD RW Drive (E:) (Other 1)
- Removable Disk (F:) i
= Removable Disk (G:) L MIE Docs Version 1.1
e Removable Disk (H:)
== Removable Disk (I:)
= EXTERMAL (k)
# MIETrak (O MIESERVERN Testing) (M)
&= MIEFile (W MIESERVERMNTesting) (M:)
&= Source (AMIESERVER] (5:)
= Developer (WMIESERVER]) (¥:)
&= Data (MWMIESERVER) ()

E MIE Docs Version 1.1
LF Metwork
Control Panel
£ Recycle Bin

. HarrisFiles

. Mew Folder

16
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User Interface

The user interface is designed to be simple tangematches the very common
Windows Explorer look and feel.

Toolbar

The toolbar is context sensitive and active asgfmk on projects, folders and files.

-=-2E Q- U-IDDh 400

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 openg a context sensitive menu which
enables operations.

Changing Your View

Right clicking on the MIE Docs desktop allows yauchange your view of the files.
Click on the View and you can adjust your view bow Large Icons, List or Details.

P Large Icon
DA k List

o~
e Refresh v Detail
Administrator ’

17
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Creating Your First Project

MIE Docs consists of projects located in the revel of the application.
Projects are created by administrators and camlibedeby administrators by
clicking on the Projects menu on the left hand pane

Once you click on new project you will be askedldoth the project name and
group that the project belongs to. Users of Miic®are each associated with
one or more groups and only users belong to thepgttoe project is assigned to
can view files within the group.

o New Project =0 |
Project Name |
Group HR -
| Ok || Cancel

18
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Working With Files and Folders

MIE Doc projects consist of folders which can camthemselves other folders or files.

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

A folder is little more than a container in whicbuycan store files. If you put thousands
of paper files on someone's desk, it would be allyumpossible to find any particular
one when you needed it. That's why people oftere giaper files in folders inside a
filing cabinet. Arranging files into logical groupsakes it easy to locate any particular
file. Not only do folders hold files, but they alsan hold other folders. A folder within a
folder is usually called a subfolder. You can ceesty number of subfolders, and each
can hold any number of files and additional suldcsd

19
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Adding Folders

MIE Docs allows you to add folders to projects axdsting folders. Right click on the
MIE Docs desktop. Make sure you are inside a pt@eanother folder because the root
of MIE Docs must be a project. Click on New Faltb add a new folder. Once a

folder has been added you can double click ondluef and add files or other folders as
necessary.

Adding Files To Your Folders

MIE Docs allows you to add files to folders. Yare not able to add files to projects

specifically but to folders only. Right clickinan the desktop brings of the menu shown
below.

20
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New File Dialog

When you add new files the following dialog wind@aadisplayed which allows you to
enter pertinent data about your file. Files haames and the rest of the information is
optional. Files can be associated with a partickvbould be an employee, customer,
vendor, etc. Each file can have a descriptioh a#isociated META data properties
which can be assigned to the file for searchintgring and sorting. To add attributes to
a file click on the additional properties dropdoamd select the appropriate file. See in
the manual under Administration and File Attributesmore information. If you have a
set of common attributes that you wish to assigspecific document types you can click
on the attribute template dropdown and select @nogypiate template. A template is a
group of attributes that are user defined. Q@ngaemplates makes it simpler to set
common file attributes. See in the manual undenidstration and File Type for more
information.

21
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New ltem

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

Add Existing Item

Adding an existing item will let you search youstam for a file which you want to add.
Select the file to add and the add new dialog Bdxought 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 riggvon your system with the file type
template. A file type template is user defined has a set of attributes which are
predefined to associate with the new file. Tkewill show all the new file types that
you have defined.

22
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Copy / Paste
MIE Docs allows you to copy and paste files fromuryavindows explorer to MIE Docs

and MIE Docs to windows explorer. You can alepycpaste MIE Doc files to another
directory in the MIE Docs repository.

Rename

You can rename a projects, folders and files.ck3din the project, folder or file you
would like to rename and right-click for the memtion.

Open

MIE Docs allows you to open files by both doubliekihg on the file or selecting open
from the toolbar. If the file is checked out file will open in the associated windows
application which can then be edited. If the id@ot 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 deldigdhe owner of the file or an

administrator. MIE Doc deletions are permaneik aiil also delete all versions if
multiple versions exist. Be careful because it is permanent.

View

The MIE Docs desktop view can be changed to shawd_ &ons, List or Details. You
can adjust your default setting through the uséoop.

Properties
The properties window shows the file name, desompand attributes associated with the
file. If the file has relationships you can cliok the relationships tab to show all

associated files. The history tab will displalytaé previous versions of the file which
you can open and/or rollback to the version yourdes

23
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History

The history selection opens up the properties wintiothe history tab. The history tab
will display all the previous versions of the filrich you can open and/or rollback to the

version you desire.

24
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Version Control

Introduction

MIE Docs is a centralized system for sharing infation. At its core is a repository
which stores all the data. The repository stéifes in the form of a file system tree just
like Windows Explorer. The view of the repositasya typical hierarchy of files and
directories. Multiple clients connect to the repary, and then read or write these files.
Once a client writes to the files, that informatieravailable to others to read.

So why is this interesting? This is much like anstard file server or directory system
that you have setup now. You could think of tygository as a file system with one
very special caveat, it saves all the informatioat tvas every saved to the files. This
allows unlimited history so historical informati@not lost. Also the searching
capabilities are much more powerful in a repositghere files can have unlimited
amounts of meta-data associated with them.

MIE Docs uses a checkout-modify-checkin model tdrads the problem of multiple
people viewing and changing their file system. ings checkout method users cannot
clobber each others’ work because changes canrmagide until files are checked out.
If the file is checked out other clients only haead-only permissions on the files.

Checking Out A File

Checking out files is done by double clicking oe the you want checked out and a
dialog will be displayed if you want to check oleftfile or open it in read-only mode. If
you open in read-only mode all changes you maklenatlbe saved. If you open by
checking the file out all you changes will be savede you check-in the file. You can
also checkout a file by right clicking on the fde shown below and selection the
checkout menu option.

25



MIE Docs User Guide

Check in File

Check in files is done by right clicking on theefiind 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 ¢ta#ck in your changes you can
Uncheck Out your files by selecting the Uncheckoenu option. This will remove any
changes that your were working on and the file dlin its original state.

26
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Searching

Searching For Files

Advanced Search

27
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Security

Project

Projects can only be created by administratorglmifsistrators assign a project a group.
Only users belonging to the project group have sstethe project.

Folder

Projects contain folders and folders can have wusssigned to them. If there are no
users assigned to a folder, the user privilegdsb@ibased on the preferences setup for
the user. If there are users assigned to a fabady users with security for the folder
will be allowed to publish or view items.

File

Folders contain files and files can have usergasslto them. If there are no users
assigned to a file, the user privileges will bedahsn the preferences setup for the user.
If there are users assigned to a file, only uséifs security for the file will be allowed to
publish or view items.

28
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User Options
Options

The user options dialog allows you to edit youraddfview.

29
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Switch User

MIE Docs defaults to the windows user as the loggeddient. In some cases it may be
necessary to switch to a different user duringugege of MIE Docs. An example
would be if an administrator wanted to make charmgea client machine without
logging into Windows. Select a user name andreéh&epassword and you will be
logged in under the newly selected user.

30
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Administration

The following screens can only be accessed bydherastrator. All other users do not
have access rights to these screens.

Organization

MIE Docs allows the administrator to create a ®rgiganization associated to this
database. The days to save temp files is angatied for removing files from your
local system after they have been checked in a-o&dy files which are not in use. The
system keeps these files in your temp folder ferdhys specified in organization
maintenance.

31
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Groups
MIE Docs uses groups to enable specific sets abumecess to projects. Users can

belong to one or more groups but a project onlpigs to a single group. You can
assign users to groups from this screen or fronugiee maintenance screen.

32
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Users

MIE Docs users can be maintained through the uaimastration screen. When a user
is added to MIE Docs the user must be confirmedrbgdministrator. The
administrator goes to the ‘Unconfirmed Users’ #istl confirms the users that wish to
have access to MIE Docs. Administrators can enaddes, change a user password, set
security privileges and add users to specific gsoup

33
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Parties

MIE Daocs is a file system where you can createigmmthich can be associated to files.
Many files are specific to individual party membergample customers, vendors,
suppliers, buyers, employees, etc. When addirggliing files MIE Docs allows you to
associated a party to the file which can later ¢®dun search criteria.

34
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File Attributes

MIE Docs allows you to define attributes which abbk used as metadata to describe
files that are saved. The data is user definddsaased in both history and searching.
Attributes can either be Text, Numeric, Date, Baaler Selection. Selection gives you
the capability of having a drop down list box obddes to choose from. MIE Docs
allows you to group attributes for certain typditefs in File Type maintenance.
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File Type

MIE Docs allows you to create file types. Filpag specify a list of default attributes
associated with a specific file type. This becemery powerful because you can save
invoices files with one set of attributes and akvarder with another set of attributes.
MIE Docs gives you the flexibility to define anymber of groups with any number of
attributes.
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Projects

Projects are the root of MIE Docs. Projects idel@olders and folders include files.
Projects are associated with a single group whielbkes security to be done at the
project level. You can rename a project and changgroup associated to a project.
You can also add a new project or you can add apmejgct by right clicking on the
projects window. Deleting a project can only loaelif there are no folders within the
project.
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Hints and Suggestions

Working Remotely

MIE Docs allows you to connect your laptop comptitethe network and checkout files
as you would any other desktop computer. Youtban take you laptop off the network
and make changes to the file away from the repgsit@dnce you connect your laptop
back up to the network you can either check inmmheck out the file as needed.
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