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Introduction

Document is a piece of writing that provides information or acts as a record of events

Document Management is the process of managing documents all through its life cycle

starting from inception/creation through storage and retrieval till its retirement
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Needs

The need for effective document management varies across industries

Automobile /Construction
Government Institutes/Insurance __J /Manufacturing/Engine [ 4 Services
Companies ering/Telecom

Banks/Financial

* Employee Records * Customer Records * Engineering Drawings * Manuals & Handbooks
¢ Citizens Records * Swaps & Derivatives * Blue Prints * Legal Documents

* Department Files m) * Claims =) * Photographs m) * Contracts & Agreements
* Contracts & * Contracts & Agreements

Agreements

* Legal Documents

Pharmaceuticals Retail, Trading & Educational Institutes
Consumer Products

. New. Drl.Jg P * Student Records
Applications/Approval

i * Marketing Listerature * Teaching Staff

# * Manuals & Handbooks # Records '
* Books & Literature
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Challenges

= Ensure Timely Availability of Information

= Reliable & Cost Effective Storage of Documents for Long

Periods
= Ensure Quick & Timely Retrieval & Convenient Distributic
= Control Costs on Paper, Printing & Stationary

= Laborious Manual Handling of Documents
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You can Easily Overcome These Challenges by Implementing
eXensys Document Management System
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The Solution

Your Search for Document Management Solution Ends HERE

Introducing eXensys DMS$S

A Complete, Web-Based Document Management System Built on Microsoft .Net Technology
Enabling you to Control & Manage Documents from Anywhere.. Anytime....

...... One Stop Solution for All Your Document Management Issues
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Product Suite
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Product Suite — Enterprise Frame work

=  Define Organization Structure

= Define Business Rules & Policies =
» Define Repositories & Map Repository Servers

» Define Document Templates
Organization Structure

> Define Document Folder Structures

=  Define Employees

Employees - Define Reporting Structure

- = Assign Roles & Responsibilities to Employees

Roles & Responsibilities
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Product Suite — Document Management

Configurators

Document
Creation &
Approval

Document
Retirement

eXensys

Document
Management

Document System
Search &
Retrieval

Electronic
Change Audit Trails
Requests
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Product Suite — Workflow

¢ Simple
¢ Complex

/ * Sequential/Parallel

Order of
Activities

* Parallel

* Sequential
* Conditional
* Escalation Support

eXensys Workflow Content /

Workflow Scope Routing

Types

Request
Processing

Content
Approval
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Definition




Product Suite — Workflow At a Glance

Requestor

Workflow Policies Registered Client Processes

Client Client Client
Process Process Process
1 2 3

Workflow Engine

Policy Participant
Identification —™ Determination — = Request 1 Request 2

~ Work Flow :
Request

Update Request Status

Requefts Tray

Response

Participant
Communication o |

Response

Request Routing
for Responses

] |

Participants
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user

]

Role

Virtual Groups
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Product Suite — Administration

Privileges Features
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Product Suite — Other Key Features

=  Add Folders & Sub Folders & Move Documents from One Folder to Another

= Copy Documents from One Location to Another

=  E-Mail Interface for Attaching Documents and Sharing with External Partners
= Action Items Interface for Assigning Tasks to Users & Tracking Their Status

"=  Document Converters for Saving Documents in Different User-Defined Formats
=  Smart Responder Interface for Alerts, Messages & Reminders

=  Document Call Back Option Prior to Approvals

" Maintain Document Confidentiality as External /Internal /User-Defined

= Auto-Indexing of Documents

= Auto-Archival of Obsolete Documents
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Benefits

Paperless Office
= Avdailability of Information at the Right Time

=  Reliable & Cost Effective Storage of Documents for Long Periods

"  Facilitate Quick & Timely Retrieval of Document, Controlled Distribution & Sharing

"  Maintain a Common Repository of all Organizational Templates & Documents & The Partner

Records
= Automatic Monitoring /Auditing of Document Access & Changes

= Seamless Integration with ERP/CRM /SCM /Any Other Enterprise Applications31
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Exensys Software Solutions Ltd.

Corporate Office

# 8-2-684/1/18, R.M. Mansion
Road No. 12, Banjara Hills,
Hyderabad-500034.

A.P., India.

T: +91 (40) 23392440

F: +91 (40) 23391105

info@exensys.com www.exensys.com




