10.3 The Multi-File

Watch this Video:® The Multi-File (3:00)

Multi-file: The ability to group the SAME document in its different formats, variations, or parts — as a single unit
o TheMulti-File exists as one ID Number, so anydocuments inside the multi-file should

document

represent a single document— matching the details listed on the metadata card.
e This option should not be thought of as afolder to group differentdocuments.
e <« The multi-file icon is a green book; notice only one book — letting you know that it's one

o Useful feature, rather than saving the same document under many different ID numbers
e The contents of a multi-file document are viewed by expanding the arrow next to the icon or

double-clicking it.

Examples of Multi-File use cases:

aining : Agenda Multi-file

@_..'?Agenda - Working Version
'@Agenda - Final Version
4 Il Document collections (1) formats

> WF12017-01-25 - Archives Meeting Package

Multi-files have the symbol
of ONE book. So the SAME
document, just different

4 [@ 2007-08-09 - Congratulations Letters - Flower Recognition Award

1 2007-08-09 - Congratulations Flower Recognition Award - FINDLAY
'@200?-08-09 - Congratulations Flower Recognition Award - FINDLAY
(&1 2007-08-09 - Congratulations Flower Recognition Award - SANDERS
'E:IEUU?-US-UE - Congratulations Flower Recognition Award - SANDERS

(%1 2007-08-09 - Congratulations Flower Recognition Award - CHADWICK
'EIEUU?-UE-CIE - Congratulations Flower Recognition Award - CHADWICK
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This is also correct use of
the multi-file. The letter is
IDENTICAL to all recipients,
only the name is changed.
Also acceptable to have the
final and working copies
together

4| [ Important Summary Report

@jlmportant Surmmary Report

<

@Impnrta nt Surnmary Report - High-Lighted Version for Meeting

@Impur’cant Surmnmmary Report

snn Innerchmer. Sarak

~

Also correct, sometimes, you need an
alternate copy, such as this high-lighted
version. It's still the SAME document,

just now, you have alternative version
for a specific purpose.
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Ways to create a Multi-file

There are three m

ain ways to create multi-files.

Multi-File Option 1) “PRINT” your document for an Instantimage PDF of your Word document:

Step 1) Single Click to select your document
Step 2) Right-Click to get options = Go to “Sharing, Email and PDF”

Copy Ctrl+C
*fi) Sharing, E-mail and PDF (2
i Get Hyperlink... E
£ Sl pubic ik,
__ Add to Favorites
" Delete Del
Rename F2 5

8/21/2020 2.2 l

Send Link by E-mail
Send Copy by E-mail
Send as PDF by E-mail

Save as PDF...
Convert to PDF (replaces original filg)

< Properties Alt+Enter

3 @Wurkﬂm\rﬁg.

tg—nmrﬂt to PDF (adds separate file)

TT : % FTETTIOY r!lurru?ﬂWUidE.dDG{ B.I'rE'I.rrEGEﬁ 3:1'
"\ Rignt Click |

Add pr

Step 3) Choose “Save as PDF (adds separate file)” —this will cause M-Files to open Word foramoment, ‘printing’

your document to a PDF and then packaging the PDF and Word document together into ONE multi-file:

wl] 2016-07-06 -

4 ﬁ 2016-07-06 - Governance Committes Letter - FINAL

Governance Committes Letter - FINAL

| TH12016-07-06 -

Governance Committee Letter - FINAL

TIP: If there are any links, Option 1, only ‘prints’ the PDF, if you want to preserve yourlinks or special formatting.

Use Option 2 “Con
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Multi-File Option 2) Convert a Single-file into a Multi-File - you intend to add another document

Step 1) Check out your document, but don’t open it (Right Click -> Check out)

Then Right Click->"Convert to Multi-file Document”

) ﬂj_‘l 2019-12-16 - M-Files Tech Tip - Track Access & Edits to Documents.d..,
> M= 2020-01-20 - M-Files Tech Tip - Filters Menu Options.docx

4/20/2020

4/20/2020

=
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Open
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A 2020 G = T Windows Commands
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Z2020-04-13 - I
’ Create

L M-Files Mobils Archiving
Scanning and Text Recognition (OCR)

Sl

[

:.'.- M-files Manua
5@ Getting star Convert to Multi-file Document [:3

ﬁ-i_;l..l £l _ KA O 1 [ |

/2020
0/2020
I0/2020
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8/2020
5/2020
26,/201 ¢
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Step 2) Once your document is a multi-file, there’s some options to add files to it:
Option 1) Drag and Drop the other file formats directly onto thle green book icon

5 LI M-Files Mobile Setup.pdf

=

a :‘._. M-files Manual for Doctors of BC

&

_,‘ﬁé:._';M-files Manual for Doctors of BC.docx

» wh Teams (1)

31

=

Drag and drop a document
into a multi-file if from another

location

Trainin

TIP: M-Files will not check if you are adding different documents, but you know to only add the same

document, but in different formats! You may also want to review: Replace with file (from another

location or email attachment) (Orpage 25 of the manual)
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Multi-File Option 3) Add a PDF to be with your Word Document

Step 1) Check out your document, but don’t open it (Right Click -> Check out)

Then Right Click->"Convert to Multi-file Document”

"!».:-E 2008-10-10 - Warriner re Therapeutics Initiative

~:..‘@‘_jlll]lﬂlﬁ-lllfl-llffl - Warriner re Therapeutics Initiative

Step 2) Now that the multi-file is prepared, you can add your PDF. Open the Word (or Excel, or Power Point)

Step 3) In your Word Document (or excel, or Power Point),
goto ‘Save As...."Choose “Browse...”

M-Files will bring you to the file path of the Multi-file where the working copy also exists.
Change the “File Type” to “PDF” and choose “Save”

(W] Save Adobe POF File 45

File nameq 2007 - M-files Uisers trainang status list

Save as typed | PDF files

(7] Wiew Result ] Protect POF

= Hide Falders

| Options |

Cancel

|

..4 -.:.-i 2017 - M-files Users training status list
G@Eﬂl? - M-files Users training status list

~..;@.'-ll:'.ELT - M-files Users training status list

TIP: Any time you want to update your PDF, follow the steps above.

You PDF will now be with your working copy: (sometimes the PDF shows up after check in)

You may also want to review: Replace with file (from another location or email attachment)
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Multi-File Option 4) MERGE different objects (like a Working Copy and the PDF) into a NEW Multi-File

NOT RECOMMENDED IF: your 2+ documents have already existed in M-Files for some time and each
object already has several versions — merging them loses their history.

For Example) Word document is on version #20 and the PDF is on version #10. Merging the
documents actually WIPES the history of both objects] — because the new Multi-file will have its own
new |ID# and thus its own history.

If you want to preserve the original working copy edits, review Option 2) Convert a Single-file into a Multi-File

Step 1) Select both of the formats of yourdocument.
TIP: If your objects are in different parts of the list, you can hold down the “CTRL” key to select your documents
in the list; OR the “SHIFT” key if they are next together like the screen capture below:

Step 2) Right-click and choose the option “Convert to Multi-file Document”

2
132266 > M= Oct 7 Agenda draft.docx 1
132267 3 I:ﬂ:_’?jﬂct?ﬁkgenda PRINTING.docx Open 1
Windows Commands > 14
Create * K1
Archiving S 2
Scanning and Text Recognition (OCR) 3
Convert to Multi-file Document [& 1
ot Tl ¥

Step 3) You will now be presented with a new Metadata card that will MERGE your selected
documents to create your new Multifile:
[M] Mew Decument .,L_:' i ‘%ﬁ

o)
2015-06-01 - Motice of Run Off Election
VP ™ e W

“ ] Check in immadiately Create

Step 4) Notice the information from the selected objects will be populated in the metadata card. Once
you are happy with your metadata card, you can click “Create”

Step 5) The new multi-file will now be created. The advantage of this process is that you will have
retained both of the documents’ unique “date created” information, and not the date that your multi-file
process took place. The new multi-file has also been given a new ID number.

4 EI 2015-06-01 - Motice of Run Off Election
(#1]2015-06-01 - Motice of Run Off Election
@2015-06-01 - Motice of Run Off Election

TIP: When documents are MERGED into a new multi-file, this option is not easily undone.
Last updated: 8/5/2021
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Update existing PDF in a Multi-File

If you already have a multi-file, but you revise/edit the WORD document (or the working version) the PDF will

NOT automatically update alongside the word version

Step 1) You’ve updated your working document, and you now wish to update the PDF to be updated as well.

4 i 2016-07-06 - Governance Committee Letter - FINAL
1] 2016-07-06 - Governance Committee Letter - FINAL

| @Eﬂlﬁ-ﬂ?—ﬂﬁ - Governance Committee Letter - FINAL

Step 2) If you double click your working version and CHECK-OUT, the entire Multi-file will be checked out.

4 c,i 2016-07-06 - Governance Committee Letter - FINAL

Ex

;,IEI._] 2016-07-06 - Governance Committee Letter - FINAL

G@Eﬂlﬁ-ﬂ?-ﬂﬁ - Governance Committee Letter - FINAL

Step 3) As you have your working copy open, you would go to “File -> Save As...”

This lets you save OVER / Replace the OLD PDF.

(W] Save As &d iWes - - B e

Step 4) Once you click SAVE — you will be asked to “Replace” — Say Y__ES

m TF % L & 2016-07-06 - Govemance Committee Letter - FINAL » 2016-07-06 - Governance Committes Letter - FINAL

= [ 43 || Search 20160705 - Governan. R

Crgenze
b (I Seasch = BB search wathin th view
B vorume | T
| Size
U ot 1
o — ;EIU]&-B'J-EE = Govemance Committee Letter - FINAL Lé
B w #aem

Pl maenmn  JON8-07-06 - Governance Commattes Letter - FINAL

A L1007 338 PM

Advanced Search w

| Date Madified | Type

File {Adobe Acrobat Doc...

s pe FOH

e Matiza Tage Add atag Title: Hdel @ titls

| Options...

| Open file aftes pubdlishing

& iy Fobden

Convert a Multi-file back to a Single-file

If you have only one document in the multi-file, you can Right Click -> Convert to Single-file”:

"'{l.‘."].' 41-17 CHEP Spestang Motes for Jon

L2737 34l P

125

2/3/2

X1%-0% 20 - Nomenat] .
. - Scanneng and Test Recogretson (OCN)

s

| e gen  Bos Bty
Convert to Single-file Document
8] 2010 -04-29 - Dr vertud = =

3 i ﬁ 2008-10-10 - Warriner re Therapeutics Initiative 2372017 10:24 AM
W% 2009 04-21 - Terry S Open
[ SO a Hanchow | peremands

L =

| &

B
16
/6
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