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Installing an Electronic Document Management System
A typical company or department that is reliant upon paper document files can be using and storing:

Files that are archived and will probably not be referred to but cannot be destroyed for legal
reasons or possible need to refer

Files that are archived (ie not in present use) but are likely to be referred to

Files that are in use at present

Documents waiting to be filed in new and existing files

Newly received Documents

In order to implement a successful Electronic Document Management System, it is necessary to decide
how all these documents should be treated.

SMS offer a range of software and services that will enable the user to treat each file and document
appropriately and cost effectively including:

In house scanning and indexing of new documents and files
Bureau scanning and indexing of archived files

Secure document file warehouse storage with Scan-on-demand.
Secure document file warehouse storage with paper file retrieval
Common database for all scanned and stored files
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Because we offer a tailored service and management of files to customer specification, we can provide
a quotation for your particular requirements. You install only the equipment and software necessary for
day-to-day requirements and pay only for the services you need. Plus the opportunity to upgrade to

alternative options at any time.

We also offer a complete Project Management Service covering the specification and implementation of
software, hardware and services plus on-going management and maintenance of your system.



Bureau Scanning Services

SMS offer comprehensive scanning services for either backfile conversion or ongoing scanning. This
can be from hard copy, Microfilm or other original media source. This service is backed by our ISO
9002 Accreditation to ensure the best possible quality.

The SMS scanning bureau is set up to process all types of documents, for example

Purchase Ledger, Sales Ledger, Personnel, Pension files, Correspondence files, Membership files,
Contracts, Medical records, Health and Safety files, Maintenance manuals, Property management files,
Project management records etc etc.

Our highly trained and experienced staff will provide a service that includes:

The collection of the documents — we always use our own transport to ensure the security of
your records

The preparation of the documents — removal from files, de-stapling, sorting if required (eg in
numeric or date order) and identifying each batch for indexing

Scanning the documents utilising state of the art equipment appropriate to the type of paperwork
Quality control checking of each image to ensure legibility

Identifying each batch (or document) by agreed indexing criteria (eg Name, Number, Date etc)
for easy access and retrieval

Producing CDs containing the images and Viewer software

Installing the software on your PC or Network — updates are as easy as loading and running a
CD

Returning, storing or securely destroying the original documents
Maintaining back-up copies of all images scanned

The service can be used for scanning existing archives prior to in-house scanning of day-to-day
documents or as an on-going process with regular collections.

All sizes of document from business card to AO plan
Black and white or full colour scanning
Conversion of Microfiche and Microfilm to image

Viewing and Retrieval Software

SMS supply Viewer software that can be stand alone or networked for single or multiple users.

The Docstore viewer software is retrieval only, bureau based scanning software product. The software
can be loaded onto any PC with a CD ROM drive for loading and access of data. The system has a
global database, which will point the user to insert the correct CD for the image(s) required.
Alternatively the images can be stored on a local hard drive or, in the case of networked viewers on a
central server. The software can be stand alone or networked

Scanned images can be easily and quickly accessed, viewed, printed, faxed, emailed or exported over
a network.

Docstore Viewer Software single user can be installed on one or more PCs within a company or
department and access and retrieve files from CD or local hard disk

Docstore Viewer Software networked version can be installed on any number of networked PCs and
access and retrieve files from a central server as well as CD and local hard disk.
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Scanning and Importing Software

Docstore Organiser and Publisher Software are the powerful and easy to use packages for an in-house
information management system.

The Publisher software has been designed to facilitate the scanning of documents into batches for
processing. The documents can then be indexed to new or existing files.

And not only paper documents...

Docstore Publisher software will also store electronic documents — Word documents, Spreadsheets, CAD
drawings, audio and video files — side by side with scanned document images. All the information relevant
to a customer, employee, transaction, product, building etc in one place for easy access.

Scan using any scanner with Twain or USB Drivers

Import electronic document such as word processor documents, spreadsheets, CAD files, sound,
video etc

Search/Index by Department Filing Cabinet and up to 10 Index Criteria per Image or File. The user
can search for specific files or documents using any combination of the identifying indexes. Any
number of files can be open at the same time.

View stored documents, rotate, browse, zoom,

Annotate, add Post it Notes, Highlights

FAX, Print, Email — Output documents to paper fax or any MAPI compliant email system.

Export — The export function will allow the user to create composite file documents to export out to a
laptop or send to another user.

The Docstore software can be purchased with the following modules to allow the user to import and
index electronic documents and scan and index paper documents.

Docstore Organiser
As Docstore Viewer plus facility to import and index electronic documents and files (Word, excel,
image etc) to new or existing files. Plus facility to add and save annotations.

Docstore Organiser with Scanning Module
As Docstore Organiser plus facility scan and index documents to new or existing files.

Docstore Publisher
As Docstore Organiser plus facility to bulk scan documents into processable batches and index from
gueues to new or existing files.

SMS Warehouse Document Archiving and Retrieval

The SMS Warehouse Document Archiving and Retrieval Service provide a secure and managed
solution to the storage of document files. Each customer is treated individually and their documents
controlled to ensure that the service provided exactly meets their requirements.

The documents are securely stored in fire and weatherproof racked containers in a modern warehouse,
ensuring that the documents are safe and retrievable at all times. This latest concept in document
storage is equivalent to storing all your valuable documents in fireproof cabinets.

SMS will provide the boxes for storage or, if already suitably boxed, collect the existing cartons. Each
box is labelled with a unique Retrieval Access Number (RAN). The contents of the storage box is listed
by the customer on form or supplied excel database file. SMS can provide the service to index
individual files within the box if required.

The customer is provided with a database of the boxes (and individual files within each box if selected).
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When a box or file needs to be retrieved the user identifies the item on the database and emails or
faxes the requirement to SMS. The box or file is retrieved from storage and sent to the customer’s
office within the agreed time scale.

The customer’s database is updated with the retrieval details. If the file has not been returned within an
agreed time scale an email reminder will be sent. The customer held database will be regularly
updated.

Document Storage boxes and their contents are totally secure from damage

Each customer’s boxes are stored in designated modules to ensure easy tracking of files
Each box is identified by a unigue RAN

Each file within a box can be identified for retrieval purposes

Easy to use database of all stored boxes/files

Retrieval within time scale agreed with customer to suit their specific requirements
Regular update of database and reminders of boxes not returned to archive

Document Archive with Scan-on-demand

Many of our customers have their documents scanned and archive all their paper files in electronic
format. This offers great advantages in storage space, security and retrieval time. Files and
documents can be accessed in seconds without leaving your desk.

However, for those companies with very large document archives, it may be impractical to have them all
scanned even though there are immediate advantages in accessing an electronic document rather than
the original paper file.

SMS have the answer.

The customer can decide which files should be scanned immediately — perhaps the past one or two
years. The residue of the archive is sent for SMS Warehouse Document Archiving as outlined above.

The scanned files and new documents received are viewed and managed using the SMS Docstore
software. This allows instant retrieval of scanned files and the addition of scanned documents, Word
documents etc on a daily, weekly, monthly or basis or as required by customer.

The database of Warehouse archived files is included in the SMS Docstore index. When an archived
file needs to be retrieved, the software detects that this is held in the Warehouse and triggers a request
for this file. On receipt of this request, SMS will retrieve the file, scan and index it and transmit the
electronic file to the customer. The file is imported into the Docstore software and is, from that moment
on, available as an electronic file. The original paper file can then be destroyed of put back in archive

as required.

Low cost storage of older archive files while more current files immediately available on document
management system

Easy to use document management software that can include the scanning of ongoing documentation
and import of electronic files as well as viewing

Immediate identification of those files held in Warehouse archive

Retrieved files scanned and transmitted within agreed time scale

Scanned files always available in electronic form so no requirement to maintain paper file

Files cannot be mislaid by users when retrieved form archive and can be used by any number of
different operators or offices.
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Systems Ltd

<>
Collect your documents

using our own transport
<>
Prepare them for scanning
<>
Scan them into electronic
format
<>
Index them according to
your requirements for easy

retrieval
<>
Archive them onto a
suitable storage medium —
CD or server
<>
Provide you with the
software to access and view
the document images
<>
Return, store or securely
destroy the original

documents
<>

..... the whole operation
completed within a pre-
arranged time scale

SMS DOCUMENT SCANNING
BUREAU

Filing cabinets full of paper documents...
Shelves full of manuals...
Drawers full of plans and drawings...
Scanning documents and storing the electronic images on CD or
hard disk for archiving, access and retrieval on a PC is the accepted
method of solving paper filing problems.
The SMS scanning bureau is set up to process all types of
documents, for example
Purchase Ledger, Sales Ledger, Personnel, Pension files, Correspondence
files, Membership files, Contracts, Medical records, Health and Safety
files, Maintenance manuals, Property management files, Project
management records etc etc.
Our highly trained and experienced staff will provide a service that
includes:
The collection of the documents — we always use our own
transport to ensure the security of your records.
The preparation of the documents — removal from files, de-
stapling, sorting if required (eg in numeric or date order) and
identifying each batch for indexing.
Scanning the documents utilising state of the art equipment
appropriate to the type of paperwork.
Quality control checking of each image to ensure legibility.
Identifying each batch (or document) by agreed indexing criteria
(eg Name, Number, Date etc) for easy access and retrieval.
Producing CDs containing the images and Viewer software.
Installing the software on your PC or Network — updates are as
easy as loading and running a CD.
Returning, storing or securely destroying the original documents.
Maintaining back-up copies of all images scanned.
The service can be used for scanning existing archives prior toin-
house scanning of day-to-day documents or as an on-going process
with regular collections.

All sizes of document from business card to A0 plan

Black and white or full colour scanning
Up to 15.000 A4 documents on one CD

Conversion of Microfiche and Microfilm to image or hard copy

SMS have been supplying document management solutions
for the last 20 years. Originally a microfilm bureau and
hardware supplier, over the last ten years we have
increasingly been at the forefront of the transition to

electronic storage and access.
This provides us with a wealth of knowledge and

experience in the design and supply of systems that meet
the client user requirements, maximise performance and
avoid the many pitfalls in the implementation of new

technology.

Each project is treated individually to ensure that system
supplied meets the needs of the client and that all images

are easy to access, view and manage

Quality - SMS is an ISO 9002 Quality Assured company
providing you with the best possible service, image quality,
database accuracy, system integration and support services
available.

Established Bureau - SMS has a large and long established
bureau service to provide you with the highest quality and
the most efficient turnaround from highly trained and
experienced staff.

Project Management - SMS have considerable
experience in managing large-scale conversion projects.
These have included clients in Central Government, Local
Authorities, Finance, Construction, Retail, Property
Management, Manufacture, Law, Charities etc.
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SNSRIl DocStore Viewer

Systems Ltd DOCUMENT RETRIEVAL AND VIEWING SOFTWARE

Docstore Viewer Software is the powerful and easy to use package
for storing and managing bureau scanned documents.

4 > The software can be used on any PC with a CD ROM drive for
loading and accessing the data. A typical CD will hold in excess of

QUiCk and easy to 15,000 A4 documents.

H The system has a global database, which will point the user to
InSta” and Use as insert the correct CD for the image(s) required. Alternatively the

Si ngle or multi user images can be stored on a local hard drive or, in the case of

networked viewers, on a central server for even faster access.
system

Easy to find and use - Scanned images can be easily and quickly
accessed, viewed, printed, faxed, emailed or exported over a

< > network.
Multiple Departments - Documents can be stored in different

VieW; p” nt; emai I; faX departments (electronic filing cabinets) and identified by as many
Si ng Ie dOCU mentS or indexes as required — document number, file name, date etc.

. Search through a number of files - The user can search for
com plete fl IeS from specific files or documents using any combination of the identifying
indexes. Any number of files can be open at the same time.
your PC

< > In fact Docstore Viewer offers the advantages of having the

Easy u pg rade path to required document(s) on your desk immediately — and in a format

that is easy to manage and communicate.

in-hOUSe Scanning And not only paper documents...

pac kage - Docstore The optional Docstore Viewer Import Module will also store

P bl h electronic documents — Word documents, Spreadsheets, CAD
uplisner drawings, audio and video files — side by side with scanned
document images.

The document image is easy to manipulate — zoom, rotate,
browse through file.

4 > All the information relevant to a customer, employee, transaction,

- product, building etc in one place for easy access.
Free Trial CD

If, at a later date, you want to start scanning documents in-house
there is an easy upgrade path to Docstore Publisher —the
complete document management package.

Free Trial - All these features are available in the standard
package. It is so easy to use we will provide you with a completely
free trial including documents scanned from your own files.

SOFTWARE FEATURES

MINIMUM HARDWARE ODBC Compliant SQL Type Table Structure
CONFIGURATION MDI (Multiple Document Interface) Functionality
« Recommended Pentium 166mhz PC or better Operating System Windows 95, 98, 2000, XP and NT
« Minimum of 150MB disk storage User specific lodgins and Password Control
 Minimum of 32MB RAM Multiple Department/Filing Cabinet Structure
* Super VGA display - 800 x 600 resolution minimurr Multiple Index Criteria Multi-User capability
* Windows 95, 98, 2000, XP and NT Image Caching
Multiple storage locations for images via UNC or drive mapping
Full support for installation and training Dockable toolbars Customisable User Interface
Telephone help line Export Facilities including building multi-page tiff and MAPI mail support
Version updates Multi-file support utilising native file applications

Bespoke tailoring and configuring available
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Systems Ltd COMPLETE INFORMATION MANAGEMENT SOFTWARE

4 > Docstore Publisher Software is the powerful and easy to use

Qu | Ck and e asy to package for an in-house information management system.
in StaII an d use as The software can be used on any PC or PC network

Sl ng I e or co rpO rate Docstore Publisher software will also store electronic documents
SyStem — Word documents, Spreadsheets, CAD drawings, audio and
video files — side by side with scanned document images.

And not only paper documents...

4 > All the information relevant to a customer, employee,
transaction, product, building etc in one place for easy access.

Vl ew, p ri nt! emai I ’ fax Scan — Use any scanner with Twain or ISIS Drivers

single documents or _
. mport — Import electronic document such as word processor
comp lete files from documents, spreadsheets, CAD files, sound, video etc

your PC Search/Index - By Department Filing Cabinet and up to 10
Index Criteria per Image or File. The user can search for specific
4 > files or documents using any combination of the identifying

indexes. Any number of files can be open at the same time.

FU I I Scan and I ndex View — View stored documents, rotate, browse, zoom,
F unctio nal Ity Annotate — Add Post it Notes, Highlights

4 > FAX Print Email — Output documents to paper fax or any MAPI
| m pO rt E | ectron iC compliant email system.
. . Export — The export function will allow the user to create
fl I es, S p re ad Sh eets ) composite file documents to export out to a laptop or send to
Word Processor another user.
documents, CAD OCR - Full recognise and text search module, with OCR

templates for faster scanning and retrieval.

VI d eo Web Enabled — The system can be used with a standard web
""" browser for remote access to data.

SOFTWARE FEATURES

ODBC Compliant SOL Tvpe Table Structure
MINIMUM HARDWARE MDI (Multiple Document Interface) Functionality
CONFIGURATION Operating System Windows 95.98.2000 XP and NT
* Recommended Pentium 166mhz PC or better User specific logins and Password Control
* erlml\}llijl’:?m(g nﬁi?\ngN?E'fka&rage Multiple Department/Filing Cabinet Structure
* Super VGA display - 800 x 600 resolution minimurr Multple Index Critera ! Multi-User capability
« Windows 95, 98, 2000 XP or NT , _ Image Caching , ,
Multiple storage locations for images via UNC or drive mapping
Dockable toolbars Customisable User Interface

Full support for installation and training
Telephone help line
Version updates

Export Facilities including building multi-page tiff and MAPI mail support
Multi-file support utilising native file applications
Bespoke tailoring and configuring available
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