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Why Document Management



http://www.QLS.com/Document-Management-Solutions
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The president of AlIM says...

“Organizations are looking for an entry point to begin
to manage their documents. Theirs is a world in which
Internal IT resources are limited. In which solutions need
to prove themselves quickly. And where simple solutions
that can grow over time are preferred over
comprehensive solutions that never get airborne.”

John F. Mancini, AlIM president
Edoc magazine, May/June 2005
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Document Management

vs "The Paper Chase

Ease of use: indexed files for faster access than paper
or microfilm; central location

Manually searching through file cabinets is time
consuming and frustrating. (On average, 2-4% of
documents are misfiled at any given time)

Convenient multiple-user access

Single copies of documents demand file-sharing;
multiple copies increase cost

Cost savings: reduced administrative expenses,
optimized office space as cumbersome file cabinets
are eliminated.

Approximately 40-50% of office time is spent on
document storage and retrieval;

As document volume increases it demands more and
more valuable office space for storage.

Immediate availability of documents enhances
customer service

Customers must wait as files are found and contents
examined; files are easily misplaced.

Document integrity is maintained

Paper is susceptible to wear-and-tear, loss, fire, etc.

Security measures, such as data encryption and
restricted access, can be employed.

Files are typically available to all; it can be difficult to
ensure security even if files are in locked storage.

Easy remote access to documents

Cumbersome to travel with many files; impossible to
access filed documents from a remote location
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The Solution...Scan, Store & Retrieve




IQm fp

“ImageQuest mfp is an
electronic filing
solution that
eliminates the
dependence on paper
and makes you more
efficient and more
profitable.”
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web portal

ImageQuest Administrator

DocCenter

ImageQuest Document Indexing

Ima uest Reports

WeblQ

Client Installations
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A Complete Solution

Route

—~\

Print, email, or fax ’ t Imep ‘
.
L

. ~—
Web or Desktop informa
LAN, WAN, Internet software
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Capture

Archive, backup,
secure



Compatible HP hardware platforms

The 1Qmfp electronic filing system
IS integrated with HP LaserJet o
MFPs and scanners, including: '

e LaserJet 3035mfp series

e LaserJet 5035mfp series

= Scanlet 7800 and 8300

e LaserJet 4345mfp series

e Color Laserlet 4730mfp series
= Laserlet 9040/9050mfp

= Color Laserlet 9500mfp

e 9200C Digital Sender

4730
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What types of content?

i

Paper&ch:)ﬁg;nents Enterprise '\__\w
Applications Graphics,
Video, & Audio

Blueprints &

Photos .
- Growing every year

- Includes structured, semi-structured,
and unstructured data

Electronic ] . ] )
Documents - Over 80% of enterprise information is
unstructured
(Fulcrum Research)
.’ oo~ R
Email (=1 eI 125
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Web Pages
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Capture documents from the MFP front panel

ﬁﬂ Processing Digital Send Job Black Copies: ED

IQmfp

9
B
F% Send to I0mfp document %é Make copies from an original -
‘ = management system, docurnent I 1 . P I ace p ag es I n th e AD F

E-mail Job Storage
—_—
Send your document as an Scan and store a job
attachment to an e-mai

2006-Oct-19 1045 AM Network Address

o 2. Press the 1Qmfp icon

3. Select your user name

4. Scan the pages
User:
|sbraswell |

Quick and easy use of the
MFP — no awkward entry of
Information at the device

(®) Colar Scan

®

e

=
() Duplex Scan

o
() Calor Duplex

(:} Large Batch Scan

<3 105)
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Adding index values

Enter values
in the index

b

Dt
N 71182005

fields and e —— Spost
add the Oxtord el
document = MR
to the
database.

L | [ Comma | i

Documants: |

“-'J' siart e o = T ImageCraest Wik Por,
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Capture documents from the HP ScanJet

Insert pages in the feeder
and press the scan button
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Add index information to identify your documents

7800.TIF

_S:Ieﬂ Document Type Select Document Type
{Brochure | Brochure

EEE!T!N_#"F_. =, CompanyMName
=P

Date

|11/9/2006

Test.Fom
;m:mmmﬂ-ﬂt

/

im {Admy

Configuration | OK I Cancel OK I [ Cancel I

Select the document type and add the index information that you will use to identify the
documents and facilitate search and retrieval.
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Capture Electronic Documents

You can index and store
documents from within MS Word, =
Excel and Outlook applications.

kcope.doc - Microsoft Word

Tools Table ‘Window Help Adobe PDF  Acrobat Comments

New
Print
Show

e "™ Corvert to Adobe POF
™ Convert to Adobe PDF and EMail
= Combine in Adobe Acobat...

“1 - |[send To ImageQuest... 4_1, Heading 1 + Ce = Arial

Open With...
aged]_ J [#7] Compressed (zipped) Folder
ks Cut @ Desktop (create shortout)
‘ln e a3 Create Shortut __J Mail Redipient
. Document Indexing ||:Ip‘tigr|5 | Delete @ s e

| Rename
@ Document Imaging Review and scc
= m Properties

Mizcellaneous

Documents can also be added to the

C archive by using the familiar Windows
Description Explorer

AirTran Airy |

AirTran Airwavs

wnll nea avicting |

i —
informa

software

15



Retrieve a document

D seanch - Microsolt internet Explader

Be £ Yew Fpeoitei fed  He

Qoex = D - 8 @ 0 Piewch frrwwin P 0 - L E LD E

s | ] e asianton 2 WebDD seerch.aanx
. A hamge  Andite Citeria
mformo p— b
e [ wWare Invoices [75752-1N R

Verdor OR

WE'b IQ PagaCount TO

Complte The paanh foem halew to retgen LraaleDnleTime @

your docuimantd. Selectng difinest
document types wil refrash the sttrbuts ket
wyaiabls Far jasehing:

Document Typs !.fl.r_Tlln Initeth b

Al
ArTran Farm

Al Farm
Brodhure

Desc Requisition
Gty Fosmma
Martin County Dors
MPP Sean
Mistelarsouy
Sudant Record
TR Farm

Test Page

trip tickst

Wik Ordar

Select the document type
and search criteria to
retrieve your document

E."._F'E'ilﬂr.'i - Microsoft Internet Bxplarer
File Edt Wiew Fgvontes Tooks el

Dok = 3 - [ B (0 Soearch e Favortes 6 Meda 68

e & i,

AST S i‘]ht‘ln f.wmp:ﬂclﬂ'fd:_:t}."\eﬂB.uww-m-_[h?lnmmbﬂ H.I.KL+".\'-_.£'.-.-'5.|'.'-_ZF_|_H\‘.‘I‘H_:"_§ =4

. - b
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software

Web 1Q

Show [ Hide Columns:

tew Search Change Cabinet

Crag a calwmn haadar here 1o graup by that calurmn

Mranlkne |
b | 6/23/2005
IR 5
o4 | S/%2005

Tnviice& Vendor | BocumentType  PageCount FileTypue

| 75752-10 | encfard P §23/2005 12:..,
OOFSTS2-IN cfared

AmTran Fvoeos 1 TIF 82372005 3:0..,
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Document view

The retrieved
document is x e »
. 4 o
displayed as a ® - %
- WEI;)(FDFID@
PDF allowing use B
of standard A il
- i ol Eﬁ::m; mmlx?ﬂ%m | onunmm Ab28257
controls to email, e e
print or save TR e s MW e wm
Thumbnail VieWS E ;.:;: lml‘ﬂ:s_ nu;'l“;: i.00 ma:;ﬂgoa o.o0 27.7%0 21.79
for rapid scrolling £ | Bﬁcgfﬁq—-;;:%/”ﬁigiﬂﬁ
g et 456l
d
! _
E i
E ¥ yoa !J\VBMPRD!L!IEV&'JI THIR INVDICE HET INWAICE: --“--;;;,_T;
B wis [ p pl| © © | L [H H ao
Dane Unknown Zone
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Expanded Capabilities with DocCenter

¥ Document Routing

Ad-Hoc
Routing

Select the uzer or role you wizh to route the selected
documents ko,

@' User | 1""|

administrator

) Rale gblackstone
jsmith
pdavis

Add dacul 1oNeS

[ Ok Cancel |

8. Document History

Prink. ..
User Mame Event Date Action
pdavis 1/30/2006 3:22:01 PM Maoke
pdavis 1/30/2006 3:20:59 PM Save
Added HasMokes value 1
pdavis 1/30/2006 3:20:59 PM Mate
pdavis 1/30/2006 2:58:25 PM Save
Modified AccountMurmber From 02-019541 o 00-000905
pdavis 1/30/2006 2:48:55 PM Save
Added ParentDocument value 31f0%acf-2dd3-4f6f-adf6-abac2ob93hda
pdavis 1J30/2006 2:45:55 PM Save
File assigned
History

¥%. View/Edit Notes

1/30/2006 3:20 PM [pdavis]: This invoice only includes delivery of
the new HP server, The installation wil be handled in another
imvoice scheduled Far mid February,

1/30/2006 3:22 PM [pdavis]: Accounting has confimed that Joe at
GCS is expecting the server install next month,

Close

Adding Notes
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Total Document Solution

HP Laserlet 4345xs mfp
HP ML 310 G3 Server
ImageQuestmfp
3-years Maintenance & Support

36 month lease - $399/mo

Print « Copy ¢ Fax
AND
Scan e« Store e Retrieve

Enfor'r;aJ
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I Imep Return on Investment (ROI)

Number of documents handled per day

Hourly wage (fully burdened)

Paper IQmfp
Minutes to file or retrieve a document 6 2
Hours per Year 625 208
Labor Cost $9,375| $3,125
Annual Cost Savings $6,250
Monthly Cost Savings $520
informa

software
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Simple faxing from an HP MFP using IQ}EX

25 users
Two channels of Captaris RightFax
D]
Press the IQfax icon on the MFP front panel Brooktrout TruFax 200
( IQfax Ug:?gelection h
@ ADMINISTRATOR
i ~ DEFAULT
[rexd
I_ I OK I I Cancel I _l
5 . ij

Select the IQfax user

1Qfax

Load documents into the scanner and select the [Scan] button to add documents 1o the
current batch. Press the [Fax] button to fax the current batch, or [Done] to log out
of 1Gfax.

Options

[ Fx# | [407-647-8765 |
[ Hello ADMMISTRATOR! Scanner Status: Ready to scan |

I Fax I I Cancel I

.. H F ’
. Inrorma
Enter the recipient fax number and press fax software

21



Desktop client

| | v 11

|
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e

|IQfax will create and send documents directly from from any

Windows desktop application, complete with cover page... no need

to print and walk to the fax machine. Informa

software
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HP Laserlet 4345xs mfp
HP ML 310 G3 Server
IQfax
3-years Maintenance & Support

36 month lease - $369/mo

Print « Copy ¢ Fax
AND
Scan e« Store e Retrieve
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I IQfax ROI

Manual| 1Qfax
Minutes for each fax 8 1
Hours per Year 400 o0
Labor Cost $6,000 | $750
Annual Cost Savings $5,250
Monthly Cost Savings $438
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Document Management
doesn’t have to be
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Thank you!

QLS Solutions Group, Inc.
v ~ 701 Seneca Street

Buffalo, NY 14210
(716) 852-2203



http://www.QLS.com/IQmfp-Document-Management-Software
http://www.QLS.com
http://www.QLS.com/Blog
http://www.QLS.com
https://plus.google.com/113782260308097690281/about?gl=US&hl=en-US



