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Does it ever get annoying having to go through Production, Projects All, Office, Year and then finally to the project  
just to find the folder you work in everyday? Well there’s a way to pin shortcuts to project folders onto your task 
area so you don’t have to go through all those steps every time. The task area is the pane on the left of the window 

If your Task Area isn’t visible, look closely on the left side of the M-Files window about halfway down and you 
should see a gray tab. Click on it.  

TASK AREA

GRAY TAB
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To add a shortcut, browse to the view you want, right click on it and select “Add Shortcut to Task Area” For 
example, to add a shortcut to E15025-02, browse to the E15 folder. 

Right click and select “Add Shortcut to Task Area”. The following will be added to the bottom of the pane: 

To rename the shortcut, simply right click on it and select “Rename Shortcut”.  Name it whatever you like. You 
can then click on it to test. 
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To change the position in the pane, right click on it again and select “Move Shortcut” and then one of the options 
in the flyout. Move up was selected twice to move the shortcut to the position shown below: 

You can also add shortcuts to views showing all jobs for an office in a year, such as the C18 or E19 shown above. 
You can add a shortcut to all Projects. As you can see, there are lots of possibilities to make getting to job folders 
easier. Something else to keep in mind when making shortcuts, these are just pathways to view a project folder, if 
something in the path changes, the shortcut will disappear. All you need to do to get it back is go through these 
steps and recreate the shortcut.


