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Overview 
 
The FileHold DM and RM Desktop 
FileHold DM and RM Desktop offers a fully functional library tree view to all Libraries, 
Searches, Archives, Workflows, Inbox etc. The library tree provides user access to the 
different personal search, workflow and main views of the library. The below screenshot 
shows the expanded library tree including the Outbox (mass file tagging / upload utility) 
the My FileHold personal views (of the users checked out documents, alerts, reminders 
etc) the users personal workflow task list and status report, links to the library search 
utility, the users personal virtual folders and the library itself containing sample cabinets, 
drawers, categories and folders and documents.  

 

 
Accessing FileHold from MS Office Applications 
Users are able to access the FileHold library from the toolbar or file menu from within the 
following Microsoft Office 2003, XP and 2007 applications (Word, Excel, Outlook, 
PowerPoint and Visio). The below screenshot shows the dialogue box that appears when 
users browse to select a document from within FileHold. Notice the ability to view the 
entire library tree, the contents of a folder the the metadata for the selected file in a single 
view. 



 



Document Folder Desktop View Detail 
In this screenshot you can see a close up view of a folder in FileHold. For each document 
you can see information such as the version number (Ver), the number of files the 
document is linked to, the status of the document (if is checked out of the library or not). 
This users folder view has been further personalized to include values from a custom 
Metadata field (see highlighted client name).  
   

 
 

Document Folder Web View Detail 
In this screenshot you can see a close up view of a folder in FileHold. For each document 
you can see information such as the version number (Ver), the number of files the 
document is linked to, the status of the document (if is checked out of the library or not). 
This users folder view has been further personalized to include values from a custom 
Metadata field (see highlighted client name).  
   

 



Document Tags (Metadata) View 
This screenshot shows the metadata associated with the highlighted file stored in the 
Document Library. How a document is classified using metadata is customizable based 
on how the company has configured FileHold to track documents. Both levels of 
Metadata and document change history plus records management full audit level 
information is maintained. 
   
   

 
 

Document Search Using Metadata 
This screenshot shows a user searching for a document using metadata associated with 
a document. Metadata search and full text search features both come standard with 
FileHold. The metadata fields the user can search from are customizable based on how 
the company has configured FileHold to track different types of documents. You can see 
that a number of rows of search criteria have been added together to build the scope of 
the search. The search results are displayed below.  
   
   

 



Document Workflow (Corporate or Personal) Task List 
This screenshot shows a list of documents for review or approval workflow tasks that 
have been assigned to individuals or groups. For each task displayed details are shown 
including the document it relates to the task description, the initiator, if the task has been 
delegated to the user and more. The workflow is fully integrated with and are included in 
the solution.  
   

 
 

Workflow Status Reporting 
This screenshot shows a corporate and/or personal workflow status report for all 
workflows that the user has either initiated, is a participant in or is an observer of. At a 
glance the user can see the status of each task and activity in each workflow, the items 
still to be addressed and comments or feedback documents provided by participants as 
they have completed their task of reviewing or approving a document.  
   
   

 
 

Workflows can also operate and interact with remote users as FileHold offers a fully 
featured Web Interfaces in all functional areas: 
 



 
 
 

Multiple Sharepoint Integrations 
FileHold V8.5 will offer many levels of Sharepoint integration, including standard portal 
integration, full object level integration, full federated search, document share and copy 
and full security integration. Some sample screenshots are shown below; 
 

 
 

 
 



 

 
 

Matter Centric Management and Auto Tagging 
Finally, FileHold V8.5 will also offer new Matter Centric Management or Folder Auto 
Tagging capabilities specifically designed for Legal, but usable by any type of business. 
Client and Matter folders will be dynamically created and allocated users and security via 
data from PMS or financial systems via a new bridge, These can then be set up with 
Metadata defaults that will enable users to save or drag and drop documents into these 
and no metadata will be required as it is already known by the solution. This speeds up 
and simplifies filing. This facility can be optionally switched on and off be folder. 
 

 
 


