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Introduction

Cima Software Corporation (CIMA dba. ADMS) is pleased to respond to the Document Management and
Workilow System RFQ: LOT454 for the Department of Tax and Revenue, Lottery Division {AGENCY).
Furthermore, we are fully prepared and committed to complete this project successfully, on schedule and
within Budget.

We at CIMA, understand the nature and scope of the requirements listed in this RFQ, and is proud fo confirm
that our proposed solution will meet and even exceed all the requirements listed in the General, Capture and
Electronic Forms, Worldflow Solution and Vendor Qualification sections of this RFQ.

CIMA is one of a handful of vendors in the market today, with the ability fo provide all of the three key
components that are critical for the successful completion of a project of this nature:

Technology
DocuClass® Components

Proven hmplementation Support Services

Our solution combines the three Methodology
key components needed to
successfully complete a
comprehensive DM and
Workflow project: Experienced
feam, a proven implementation
methodology and a world-class

; Business
software solution. Puiese

Industries &
Applications “Ready
to Go” Scenarios

Turn Key
Solution

1. A very experienced implementation team familiar with the depioyment of similar solutions. Our team’s
70 years of collective experience provides proactive problem solving, diminished learning curve, proven
methodologies and lowest possible risk of budget and schedule creep.

2. A “proven implementation methodology” that ensures that the Agency project will be managed
efficiently and compleied on-time and successfully.

“On behalf of the WORKFORCE West Virginia Bureall of Employment Programs, | would like to congratulate CIMA/ADMS for a job well
done.

The nature of this major profect was not only complex, with numerous parties and environments involved, but it also included a large
migration of data and documents from a legacy syvstem. Nevertheless, CIMA/ADMS helped us move forward with the project unfil it was
successfully completed. They worked closely with our project feam, listening to the cntical elements and needs of our Bureau, while providing
a visionary yet realistic soiution thaf was carefully designed fo meet and in most cases exceed our expactations,

It is evident that the CIMA/ADMS staff fakes great deal of pride in the solutions provided to their custorers: "Solutions that perfectly combine
the right software and hardware with a proven implementation methodology”. Selecting CIMA/ADMS as a project parfner was one of the best
decisions made by our Bureau. "

Pam Belt

WORKFORCE West Virginia

Bureau of Employment Programs
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3. A world class, open, scalabie and user-friendly Document Management and Workfiow Software
Solution, DocuClass.

The Software: DocuClass

DocuClass Is a modular and scalable enterprise content management solution that allows
organizations to streamline internal operations by significantly improving the way they manage their
information within a business process.
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scan Document and
folderfMFP Link Content Management

Proposed Solution Key Differentiation Factors:

» Open and Scalable

» Non-Programmable. Existing components are able to be configured or customized fo attend any
present WV Lottery requirement without additional programming conditions.

« Latest in Document Management Technology. The design and architecture of the software
incorporates the latest in Document Management and Workflow technalogy to attend diverse and
complex business demands generated by the evolution of the businesses

The first wave of ECM/Documeni Management platforms was built on technology that wasn't widely
utitized, was new and was hard to work with. The second wave of ECM/Document Management
software platforms brought that technology and its associated capabilities into the windows
mainstream. The third and current wave is all about dramatically improved management features

instead of technology to let you build applications, provide ease of use, perform simple installation,
and execute rapid deployment.

DocuClass, by CIMA software, is a 3rd wave ECM solution that provides power, flexibility and
ease of use without the complexity, installation headaches, or endless hours of programming

THE RHEINNER GROUFP
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» Respensive Development Team. The CIMA developers team behind the software are capable and
flexible enough fo respond and deliver solutions to attend on time the real needs of the WV Lottery
and not necessarily according to the usually long "Versioning Schedule”

= Price right. Provides one of the highest Value/fCost Ratios in the industry

¢ Intuitive and User Friendly. The inferfaces for WV Lottery Administrators and users should be
simple and intuitive to avoid long and costly training sessions or highly specialized professionals.
This reduces vendor deper '

DocuClass was recently awarded
the Bertl's Product award of the
Year for the Best Ease of Use
Document Management System

+ Exspuorise st and retsievadselson with Intuliive
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DocuClass Express
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RESPONSE TO GENERAL REQUIREMENTS - Section |

3.1.1. Content Management System Software

3.1.1.1  System must be a COTS-based, non proprietary Windows-based object management software
with an open architecture platform

Response: The proposed DocuClass system meets this requirement

DocuClass® is a COTS-based, non proprietary Windows based object management software with an open
architecture platform. DocuClass is a high performance, scalable, and cost effective modular Document
Management System designed to provide WV Lottery users maximum document retrieval speed, high
protection to their documents, document-process flow monitoring and management, audit trail reporting, and
the capability to handie large volumes of documents and data.

DocuClass® is an integrated, powerful, secure and flexible Document Management Solution with an open
Client-Server and n-Tier system architecture, which gives managers and administrators the power to easily
and quickly control, modify, and enhance their systern through an intuitive point and click interface.

3.1.1.2  System must support 200 users, 75 users concurrently. This will be a combination of client
workstations and browser clients refrieving via an infranet or the infernet. System must be scalable to
increase concurrency if required

Response: The proposed DocuClass system meets this requirement
DocuClass can support 200 users from which 75 can have concurrent access. In fact, DocuClass is fully
scalable and can support an unlimited number of concurrent workstation and browser users.

DocuClass has robust and modular architecture allows DocuClass to easily grow, with minimum IT
investment, as the business neeads grow. DocuClass can start as a small or departmental solution and easily
expand to become an enterprise-wide system. DocuClass repository can also handle large volumes of
documents of virtually any content type.

3.1.1.3  System should have a single interface for document creation, retrieval, display, print, e-mail, fax,
routing, image management and indexing.

Response: The proposed DocuClass system meets this requirement
With DocuClass, WV Lottery will be able to retrieve, create and work with decuments from one single and
user friendly user interface.

DocuClass provides a single interface for all tasks reiated to document handling such as creation, retrieval,
print, e-mail, image management and indexing

Prepared for the WV Lottery 6
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Document groups and types Action options

)
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3.1.1.4 System must provide for the elecironic storage, refrieval, processing and routing of information
(objects) such as:

3.1.1.4.1 Images (black & white, grayscele and color)

3.1.1.4.2 Computer output reports data

3.1.1.4.3 ODMA objects such as voice, video, word processing files
31144 Foreign files must be able to remain in native format

Response: The proposed DocuClass system meets all requirements listed in sections 3.1.1.4.1to
31144

DocuClass is able to store, capture, reftrieve, process and route any type of file including Images (black &
white, grayscale and color), computer output reports data, ODMA objects, Word, Excel, audio files, video
files and foreign files such as DICOM files for medical applications, CAD files, efc. in their native formats.

Examples shown:
TIF color image and
a Word document.

g
.
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To process is able to capture, process and distribute computer output reports DocuClass utilizes its
COLD_ERM module.

3.1.1.5  System must be Microsoft Windows Server 2003 and higher compliant and certified and compliant
with XP and higher desklop operafing systems

Response: The proposed DocuClass system meets this requirement

DocuClass is a Windows based system and fully operates in a Windows 2003 environment and is compliant
with XP or higher desktop systems.

We currently have thousands of users working on similar environments.

3.1.1.6  System should support the following standard image manipulation. Verify support for these
features and describe any additional features.
3.1.1.6.1 Zooming In & Out
Redaction and redaction security
Cut & Paste
Prinfing only specific areas of a document
Sticky views
Magnifying areas of a document
Rotate & Pan
Inverting of documents pages
Rubber stamp with security
Document Check-in/Check-out
Cascade and tiling
Automatic scaling of images (height, width, Fit-in-Window, or User-defined)
Display Biack & White in Grayscale
Specify display fonts and print fonts

[V]
~a
=
(7]
N

R
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W W W W W LWL LW W W
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Response: The proposed DocuClass system meets each one of the listed requirements (from
3.1.1.6.1 to 3.1.1.6.14) and provides many more image manipulation options
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DocuClass' robust image and document handling and manipulation features will give WV Lottery users all
the tools they need fo work with, share, edit, manage, update and modify dacuments.

in order to do this, DocuClass has robust buili-in Image and PDF viewer and editors that contain over 50
combined document manipulation features

Here are some examples:

Annotation example:
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Convert to Black and White

Primarily this would be used when applying the 'Auto Deskew’ which only works for black and white
documents. Converting to black and white also reduces the file size if that is a concern and aliows 'OCR' to
be performed on the document.

Here is an image before it is converted to black and white:
***Note the ‘Convert to Black and White’ button is circled.

Once you select the convert button a dialog box wili appear asking to confirm that you truly want to convert
the image fo black and white. Here is the image after conversion to black and white:

Prepared for the WV Lottery 9
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Page Order

WV Lottery users can rearrange the page order within the PDF editor by simply clicking the page inside the
preview pane and dragging it fo the new position.

v i v Sy tvwtaat

In this example page four is moved {o the
first page in the order of documents. Page
one moves {0 page two and the rest of the
documents are re-ordered accordingly.

[ ———— byt

ﬁ:m‘:i“:—‘&‘ﬂ‘_‘ﬂ:n
e rme g S T R TR T i

R T T T

g et

Em.._-w-m BB R 3 Yo Bas T

st

[ et e

Tmamrtd s e sk e Hdviarar Codbbein eIt e e ]

BT e, | || EER R R
<

Black ouf option

Use Black Out to hide sensitive information from viewers of the document
In order {0 ensure your earoliment at please complete the encloted enroliment

form and include your the exivelape provided, We encourage youlo
reply no jater than May 1, 1999, Your deposit will be crediled 1o your first semester fees. In the months
preceding your enroliment to ﬂ you will receive houging, registration and orientation
information.

Additional options include:

Dynamic Clipboard: This feature enables users to assembie a new document from one or specific pages of
one or more documents

This feature eliminates the need to manipulate original hard copy documents to assemble or create
new ones.
Allows users to send, distribute only portions of one or more documents and not the entire set

PDF Encryption Options: Users can protect PDF documents saved outside of DocuClass by adding
username and password protection. To encrypt, algorithms of 40 or 128 bits can be used, with 128 bits
encryption providing superior security. This provides organizations with an easy way not only to protect the
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integrity of outgoing PDF information but also the printing, sharing, and distribution of such information by
external pariies.

3.1.1.7  System should support Microsoft NET plafforrn

Response: The proposed DocuClass system meets this requirement
Microscft NET 2.5 or higher should be installed in users workstations

3.1.1.8 System should offer an API for automation and advanced customization capabilities if desired by
the Lotfery at a future time. Please confirm availability of an API.

Response: The proposed DocuClass system meets this requirement

The DocuClass AP is the Application Programming Interface to the DocuClass Document & Image
Management System and allows customizing utilities to request information from DocuClass and store
information in DocuClass (two ways communication).

Using DocuClass APl any developer can integrate Document Management features with his application.
DocuClass APl is not a self-contained document management interface; it assumes that a DocuClass
system is already installed. DocuClass AP| exposes methods and properties to access the installed
DocuClass system from a third-party software system.

3.1.1.9  System should be capable of enabling an existing application adding value to any existing
application by attaching objecis to application screens or fields, System should have the ability to “image
enable” host applications through internal scripfing, ActiveX, VB scripting or a8 SOAP/XML interface.

Response: The proposed DocuClass system meets this requirement

The component using the Screen Scraping technology is the Application Connector.

The Application Connector is a non-infrusive and non-programmabie interface with businesses applications.
With this component users working on a Line of Business or other application, are able to access and work
with documents stored in DocuClass directly from those applications.

Once documents have been retrieved, users can work with them {view, change keywords, enter notes, print,
email or fax documents and even initiate workflows) without leaving their application’s session. PLEASE
SEE APPEMDIX 1: PRODUCT DATA SHEETS

« Provides a non-intrusive inferface with your applications that requires no programming

¢ Analyzes the content of running applications automatically as well as retrieves all related documents

e Exiracts data from the running application window and uses it to automatically index related
documents

¢« Connects to documents stored in DocuClass with a simple keystroke

3.1.1.10 System must support central configuration for all applications and/or modules and provide for
remote administration by the system administrator.

Response: The proposed DocuClass system meets this requirement

Prepared for the WV Lottery 11
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DocuClass’ central configuration component is the System and Security Configuration module:
Some of the administration tasks include:

= Define and configure the Document Structure: Document Groups, Document Types, and Keywords

e Define the keywords specifications: Name, type, how it should be filled up, and the algorithm used to
be filled and the decision if the keyword it will be a workflow keyword.

o Set up the organizational assignments: Departments, Offices (Local or Remote) and Users

e Manage the security of the sysiem:

o Create User Groups, Grant permissions o use DocuClass components and assign users to
Groups.

o Create and Apply Security Policies, Apply Security Policies per User Groups and Document
Types,

o Create Security Groups and apply Security Keywords,

¢ Set the rules and mappings for Active Directory Authentication

» Define and Configure the Storage of Images (Centralized or distributed per DT Groups, Types and
Maximum size of storage volumes.

= Define and configure Keywords Look up lists, AutoFill algorithms, external Databases Queries,
Document Check-In and Check feature

« Set the parameters for fip access (Remote Wan Clients and scanning remote locations)

¢ Set database encryption

e Set full text search

o Optimize the system performance by checking and repairing documents links consistency and
finding orphan documents

e Update/ refresh statistical data (document metrics: number of pages and file size), notes per
document, number of pages in Advanced Scanning Queue, efc)

= Create and View statistic data and graphs per Document Type and periods.

= Manage Licenses: Users, request more licenses, assign licenses per department, view licenses
status, efc.

Additionally DocuClass includes a Utility component able to perform tasks originated by management
decisions like Automatic generation of revisions of Documents based on keywords across the whole
Database, moving or deleting completely Defined Document Types, Merging automatically single page
documents in multi-page documents, etc.

The DC Utility is password protected and reserved to the technical personnel with express authorization
of the Management. Some of the commands offer a command line interface and switches or profilers o
track step by step the actions of the software in particular processes. The profilers are able to run in the
background generating technical reports for the developers. These tools allow identifying the source of
technical issues and improving the performance of the system for critical tasks.

Sample Configuration Interface

Prepared for the WV Lottery 12
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Sample System Portal: from here, the administrator has access fo all DocuClass components

3.1.1.11 System must support monitoring of processes and applications with automatic notification of
problems or issues via email and the application.

Response: The proposed DocuClass system meets this requirement

3.1.1.12 This subsection has been deleted.

3.1.1.13 Objects must be capable of being stored, retrieved, mailed, roufed, exported, printed, and faxed
over any Windows-hased supported network.

Response: The proposed DocuClass system meets this requirement.

Documents can be faxed, routed, e-mailed, retrieved, printed and stored in DocuClass.

In reference to e-mail, DocuClass can be integrated with POP, IMAP, SMTP and MAPI so that email
messages or email attachments could be directly loaded info the imaging database. (Microsoft Outlook,
l.otus Notes, efc)

DocuClass can also e-maif one or more documents as zip files in encrypted or non encrypted mode.

Prepared for the WV Lottery 13
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In the following example, a document has been selected and the e-mail option has been chosen. Once
selected the document is e-mail directly from DocuClass (using the user internal e-mail system)

E-mail and Encryption features:
Once you select email a dialog box will pop up giving you options on how you want the email to be sent.

The document can be sent including any changes or
modifications you made or the original document can be
sent without the changes included.

The document can be re-named to something other than
the default name assigned by DocuClass when the
document was originally scanned or imported.

The document can be encrypted and include variabie options for
controlling the use and editing of the document. This includes
password protection and Emiting the ability to edit the document
in various ways.

Prepared for the WV Lottery 14
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3.1.1.14 System must support OBE-DB and ODBC-compliant database connections to support database
such as Microsoft SQL, Oracle and IBM DB2. Microsoft SQL Server will be the database used for this system
at this time.

Response: The proposed DocuClass system meets this requirement.
DocuClass supports OLE-DB and ODBC-compliant database connections to support database such as
Microsoft SQL, Oracle and IBM DB2.

Additional Notes: Our system is developed, using as data-access technology OLE DB/ADO, which provides
unparaliel flexibility and performance for querying and retrieving records across the enterprise from any sSQL
database. Our system uses this data access technology to interface MSSQL running in windows
environment to additionally perform two ways data exchange like indexing tasks (Look-up from SQL table,
auto-fill from SQL table, data validation from SQL. table, efc), fax back notifications, etc. Our system offers
also the traditional ODBC connectivity.

3.1.1.15 Content management solution must integrate into the instance of Microsoft SQL Server currently in
use at the Lottery.

Response: The proposed DocuClass system meets this requirement.
DocuClass will integrate into the instance of Microsoft SQL Server currently in use at the Lottery.

3.1.1.16 System must be ODMA compliant in order to support the creation of documents and indexes direct
from ODMA applications such as MS WORD, PowerPoint, Excel, WordPerfect, etc.

Response: The proposed DocuClass system meets this requirement.
DocuClass is ODMA compliant and supports the creation of documents and indexes directly from ODMA
applications such as MS Word, Power point, Excel and WordPerfect.

In addition, DocuClass provides an Outiook Plug-in option that allows users to select one or more e-mails
and send them directly to DocuClass while capturing the e-mail attributes (sender, subject, date, and
recipient) as indexing information

Once selected, the Word
document

Is sent to a import/findexing
dialog box in DocuClass for
proper indexing and
classification

Send to DocuClass button
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Outlook Plug-in
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3.1.1.17 System must support record retention options for support of organizations record retention policies
and sfandards.

Response: The proposed DocuClass system meets this requirement.

DocuClass is capable of managing and enforcing retention policies.

For example, an organization can define that all “contract renewals” documents have a retention period of 7
years after which the system could:

Send the document to a review phase

Notify the corresponding person or group of people

Update the status of the document and other related document
Remove the document from the system

Move the document to an external media

Destroy the document

Retention policies can also be dynamic, based on business rules and condition before they take effect.
For example, a “contract renewal’ document is only set to expire after 7 years once key related
documents have arrived, the status of other documents is A, B or C etc

3.1.1.18 System should have the ability to configure retention policies using a structure that is compatible
with the EMC Centera document refention interface.

Response: The proposed DocuClass system meets this requirement.

DocuClass can query & retrieve "Retention Policies” configured in EMC CENTERA devices. DocuClass
administrator may assign any of these policies to a “Document Type”, that is a collection of documents of
same type (i.e. contracts). From this point any document stored to this document type will follow the default
retention policy assigned to its type. Additionally DocuClass administrator may define for some document
types a policy giving the absolute number of days to retain. In this case every time a document is stored,
DocuClass will assign explicitly the number of days to retain, instead finking this document dynamically with
a CENTERA retention policy

3.1.1.19 System must be able to write data to multiple storage devices at the same time, during capture for
data profection and disaster recovery.
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Response: The proposed DocuClass system meets this requirement.

If required a “Repository Folder” {the logical unit that defines where a group of documents will be saved) can
be connected with more than one storage devices. By default index values (document keywords) are stored
in the RDBMS; however they can be also in parallel saved in XML file for disaster recovery

3.1.1.20 System must be able to store images and index data to EMC Symmetric DMX which is replicated
fo the Lotfery hot-site in White Hall, WV.

Response: The proposed DocuClass system meets this requirement.

3.1.1.21 System must be able to archive to EMC Centera which is replicated to a hot-site in West Virginia.
Response: The proposed DocuClass system meets this requirement,

3.1.1.22 The document imaging solutions must integrate into the existing Lotfery network infrastructure.
The vendor supplied solution must utilize the existing EMC SAN solution and replication technologies
supplying a document imaging configuration that meets or exceeds the current Lottery business continuance
standard for disaster recovery using Symmetrix Remote Data Facility Asynchronous (SRDF A). All images
and data will be replicated to a hot site In West Virginia.

Response: The proposed DocuClass system meets this requirement.

3.1.1.23 This subsection has been deleted because it is a duplicate of subsection 3.1.1.9.

3.1.1.24 Bidder must identify and provide the specifications for the servers required for optimal performance
of the proposed solution.

Response to 3.1.1.20 - 3.1.1.24

DocuClass Database and Repository
s Windows 2003 or Higher Server/Professional
Windows XP
Windows Vista
Linux
HP Unix
IBM AIX

*® 5 & 9 9

Supported Databases
MySQL
MS sSQL
SyBase
Oracle
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Hardware Recommendations

Databasel/File Servers

z or Hig

her (dual or quad processor recommended)

For larger installations (
~or Higher

Database/file servers should be dedicated purpose servers; i.e. not used as a domain controller, e-mail
server, print server, proxy server, etc. Network and disk ¥O hardware should be optimized for performance
and redundancy. Multiple network interface cards on servers are often required to minimize network
botllenecks.

WEB server

2.Ghz or Higher

8 Gig RAM or greater (i-'iig:;'htiéE recommended) =

Sig MB of free ‘_spéc_:é‘

3.1.1.25 System security will be managed by the system administrator(s) at the WV Lottery. At a minimum,
access to applications/record sefs, access fo documents, and tasks performed in the system must be
controlled by user name and password.

Response: The proposed DocuClass system meets this requirement.
DocuClass provides administrators with the ability to control and manage user access and privileges through
user names and passwords. In other words:

+ DocuClass can conirol what documents a users can see and access

¢« DocuClass can control the privileges the same user has with the documents he/she has access to

DocuClass is built on very strict security entities which allow access based on accounts and password
protection with privileges to control read, write, update, and delete type access to every single document.
This protection is applied to User Group levels; it resides in the database server where any scanner operator,
any client (LAN, WAN or WEB} is authenticated.

Furthermore, DocuClass incorporates a unique, powerful, flexible, and robust security system which allows
defining: .

e Mulfi levels of security (At the components level, at the Documents level, at the user groups level, at
the user level and at the keywords level)
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o Access protected by User names and Passwords properly authenticated through the internal
DocuClass Security system and/or by using Active Directory authentication.

e Password management and encryption, controlling' access to staff functions, audit trails, and
encrypted communications. Passwords are stored using non-reversible encryption (i.e. one-way
hash).

The Muiti ievel security allows for example to define what each user or group of users can do with every
document or type of documents. Auditing mechanism will log every action and event, and you will be pleased
to know that if you have a Microsoft Windows Active Directory in place or any other LDAP system, you can
integrate the DocuClass Security System with your current user management system with just a few
keystrokes PLEASE SEE APPENDIX 2: Document Security - Managing Users and their Permissions

More about Security Features

DocuClass® gives the customer total control over the way documents are viewed or handled - documents are
available only to authorized users, each with a predefined set of actions that a particular user may perform
for each type of document based on database encryption, storage security and document retention policies.

System Administration

Full access

view & change . e

view

View & print

¥

User Groups Documents

Users are assigned to user groups. Securily policies and privifeges are given fo the user group. A user may
belong to multiple user groups.

DocuClass also provides Active Directory Authentication.
in addition, DocuClass provides keyword and security group functionaiity.
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Login window Users should be authenticated by using User Name and Password to access the system or via
AD authentication.

*f User Information |

Window where the Administrator can create Security
Policies to be applied to Groups of Users to access,
view, edit and handling documents in general.

Aroess Resuiclad {Systen Policy]

Usernama Password

f i

¥

HEEES?R&EHIES:S!MC&&:;.‘ HUMAN £ 3 DIRECT..: fieled Pascy}

REGISTRAR FILES: Sehediie Chan,. HUMAN RESOURCES DIRECT..  Accarr Flosticied [System Pobcy)
EMPLOYEE FILES: Contiante HUMAM RESOURCES DIRELT...  fuf sccess
EMPLOYEE FRES: Emplopeo Rows..  HUMAN RESGURCES DIRECT...  fufaccoss
@EMPUJ‘!‘EE FILES: Accepled Offer .. FUMAN AESOURCES DIRELT.., A achass
EMPLOYEE FILES: W HUMA RESQURCES DIRECT... Al access
"{2} EMPLOYEE FILES: Tiwecads HUMAN RESOURCES DIRECT., b accom
\ie ALCOUNTS RECEIVABLE. AR« Fre...  HUMAN RESOURCES DIRECT.., Accrss Resticted {System Policy}

Window where the Administrator grant
access to Group of Users the access to the
DocuClass Components

ACDOURTS BECEVABLE: AR - Cus... HUMAM RESDURDES Azcass Reshicted {System Policy)

Window where the Administrator applies Security Policies at the Keywords level. Some Keywords could be
hidden for specific Group of User or the Group could be authorized only to view the keyword or View and
change.
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3.1.1.26 System must be able to store a document, retrieve, display, print, email, fax, route, and index from
a PC client or Web based browser, without any loss in functionality.

Response: The proposed DocuClass system meets this requirement.

All users can have PC client, Intranet andfor Internet access to the DocuClass system. Users of the Intranet
can access documents by using some of the following Components: Full Access Client, Read Only Client,
Workflow Client or WEB interface.

Users accessing trough the Internet uses the DocuClass WEB client, a platform independent component
able to work MS Internet Explorer, Unix, Linux or any other platform.

3.1.1.27 System must have a windows look and feel and be compliant with windows protocols such as
print, fax, export and e-mail,

Response: The proposed DocuClass system meets this requirement.

3.1.1.28 System should support thumbnail viewing of images.

Response: The proposed DocuClass system meets this requirement.

R
e U et o ek cabig o & tet”

3.1.1.29 System must support annotation and mark-up of documents (i.e. highlighting, sticky notes, text
messages, redlining, efc.)

Response: The proposed DocuClass system meets this requirement.

See response to question 3.1.1.6

3.1.1.30 System must support redaction of sensitive or confidential areas of documents.

Response: The proposed DocuClass system meets this requirement.

Example:
11. Use Black Out to hide sensitive information from viewers of the document

i .

In order ta ensure your enrollment at please complete the enclosed earoliment
forr snd inclade your the envélope provided, We encourage you lo
reply no faler than May 1, 1999, Youwr %aitwﬂibemi!m 1o your first semester foes. In the months

rrevcadine wnar proctimend Bn wonr uAll ememive haicing  resichahan and nrtentaiion
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3.1.1.31 System must support revision control of documents and pages.
Response: The proposed DocuClass system meets this requirement

DocuClass provides version control as well as check in and check-out capabilities.

3.1.1.32 System must support replacement of documents and pages.
Response: The proposed DocuClass system meets this requirement

DocuClass supports replacement, re-ordering or replacing of imaged pages within a document. The user can
also “Import and Append Pages”, "Scan and Append Pages”, ‘Delete Pages”, "Rearrange Pages’, "Extract
Pages from .pdf* to create a new document, or Copy pages to the PDF Clipboard from multipte documents in
order to create a new document, or mail selected pages, eic.

The user has also the option to use other preferred viewers able to perform non standard operations.
3.1.1.33 System must support viewing PDF files without launching the Adobe viewer, but retain all PDF
viewing capabililies.

Response: The proposed DocuClass system meets this requirement

DocuClass provides a bullt-in PDF editor that eliminates the need to launch the Adobe viewer.

3.1.1.34 System should support viewing of documents in native format (CAS, JPEG, PDF, efc.)
Response: The proposed DocuClass system meets this requirement

3.1.1.35 System must provide the ability to manage multiple file types in a single document, i.e. append a
JPG file to a TIF file.

Response: The proposed DocuClass system meets this requirement

Using DocuClass internal viewer or DocuClass Dynamic Clipboard, users may combine to a single document
any type of image documents, like TIFF, PDF, JPEG, GIF, etc.

3.1.1.36 System must support the ability to search hand sort on any combination of index fields.
Response: The proposed DocuClass system meets this requirement

DocuClass users can search for documents using any combination of index fields
(See next page)
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nspordence
2 (i
B endWewns Inlo ¥

.‘»,5 u,usmms - !
SR e o | In this example, we are looking for

: All “pending of approval’ contracts for
company xyz, of a particular type, that

were modified after Feb 8

3.1.1.37 System must support wild card, Boolean, ranges, greater than, less than, equal to, greater than or
equal to, and less than or equal to search expressions.

Response: The proposed DocuClass system meets this requirement
DocuClass offers options such as wild card searches, equal, include (for multiple index field values) and
greater than, less than, equal to, greater than or equal to, and less than
«  You can see the ability to do a range search in any Group or Type with “amount” as a Keyword
choice (for example)

In general, DocuClass provides customizable search options to find retrieve and display documents using a
variety of criteria;
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Searching by using keywords filtered by operators like =, >, <, <> like, etc or selecting values from
drop down lists

Full Text search or searching by content (words or expressions inside documents by OCR)

Listing the Documents by Document Type and ordering the data by selected keywords

Searching documents by default keyword values: document date, document ID, eic.

Searching by Range of dates

Searching by using conditionals “and”, “or” based on values of keywords

Fine search per Document Groups or Document Types

3.1.1.38 System must be able to display multiple images from one result set.

Response: The proposed DocuClass system meets this requirement

P T30V IWECEN
ICATID

REVISION HISTORY CONTROL SHEEY . SERWICE PARTS
FOMM AP AP 10-Jan- 2063
User  ABG COMPAIY Purchasar [1L54
iLatiloh BUENGS ARES ARGENTEMA Locntion ARuSA
GO, SALES BROER 4723 Driver ROJSH ATOXISS
] Telecats  JS1]  cowmast | Oty ASC
PASUodeits,  IODAT

00U

s ACCOUNTS PAYABLY
o5 ACCOURTS RECE:
7 EMPLUVEE PLES
oA

3.1.1.39 System should be able to manipulate search result sets including sorting, printing, export, email,
and realign/saving of column positions.

Response: The proposed DocuClass system meets this requirement

Once the Document Type has been selected several functions that can be performed within the Document
List window,

For example, clicking on the column headers now sorts by the data in that column.
For instance, Clicking on the Description column will then sort by that information:
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. File Size (5)]
4,092.00;

‘CUMENT TYPE: | Date Archived |
ed 9572007
Mo

Archived by
Default Docudlas. .

You can group the column header by dragging it to the header row. By dragging multiple column headers
you can build multiple grouping orders:

Columns can also be dragged and placed in any order according to user preference. Simply click a column
header and drag it to the desired location. The red arrows will show when you have dragged the columnto a
position where it can be docked:

Columns can be deleted from the sort entirely by clicking on a header and dragging to a position off the
window. When you drag the header to a position where an ‘X’ appears that will indicate that the column will
be removed once you let go of the mouse button:
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Deleted columns can be restored by clicking View on the menu bar and selecting ‘Reset Current Keywords
List View”.

 ast Queries Wnduw e
Saveé Quarles Wlndow _ .
Last Selected Dan:urmnt )

fr_eeae K/evw_or,ds {;olumr_ts . o

Sa#e"cis'rréﬁ't'ke%*mrﬂ's' List iiui‘uwt,v"' : :
Reset Currént Keyviwprds List Vie %J
C!ear AII Keywozds List Vnaws

Open Bociclass PDF .d_ip.b_nard. N

Toobars .oy

Get mare decument (Next blnck) Page Dcwn_' B
Refresh <. 0T F AR

Once a document or group of
documents have been selected,
the users has a wide range of
options to work from (e-mail,
print, update, annotations, etc)

Open with. Irstemai vlewer ':' S mt-w o
Opanwith deFau!t systemprograrn . T

"VIew document kaxt.

,Compressand emaEE - :

.'.:Copy t:o Dlsk

ctrl+o'
cm+{

c:trl-n-ne!' "

= :_ AIt+K

SR Al

L Ctm

Update Document Version .~ © LK
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3.1.1.40 System should have the ability to save a query for future use. Saved queries should be able to be
made public,

Response: The proposed DocuClass system meets this requirement

The ‘Save Query’ button that will keep a copy of the query
under the new ‘Saved Queries’ tab.

f/;}ere are also two tabs available for ‘Last Queries’ and
‘Saved Queries’ that will show a quick list of queries run and
those that were saved.

3.1.1.41 System must provide the ability fo search across multiple applications for common index value,
and must be able to display image content from these applications.

Response: The proposed DocuClass system meets this requirement
Docuclass offers the global index field features that allows users to search for documents across several
applications

3.1.1.42 System must allow for unlimited number of imaging applications with the ability to secure any and
all applications from user access.

Response: The proposed DocuCiass system meets this requirement

Docuclass offers the capability to create an uniimited number of applications and document configurations
with the ability to'secure any or all of them.

DocuClass enables administrators to define a wide range of permissions and access levels to different user
groups and user roles.

3.1.1.43 System must allow for building of document applications without programming or database
development.

Response: The proposed DocuClass system meets this requirement

Docuclass is a non programmable solution. All configuration work is point and click based. DocuClass is
designed to give organizations true system ownership by allowing them to easily and update DocuClass as
their needs grow or change.

For example: Creating a Document Group:
1. Open the DocuClass System and Security Configuration interface window, click on "Structure,’ then
select the ‘Document Groups ‘option from the pull down menu, or simpiy click on the 'Document

Groups’ icon.
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2. A list of document groups already in the system is displayed in the window DocuClass: Document
Groups. Click on New or on the corresponding icon to create a new document group.

3. Type the name of the new document group into the description field.

4. 4, Assign the keywords to the new document group by selecting them from the "All Available’ area
and placing them in the Assigned to this Document Group area; then click on the Save and Close

icon.

3.1.1.44 System should provide the ability to specify index fields as required, read only, feading zeros, part

of a unique key, etc.

Response: The proposed DocuClass system meets this requirement

DocuClass offers a wide range of oplions
To create index fields. They include:

Define format

Define index type

Belongs to a list or a unique key
Required or not

Participates in a Workflow process

Is autornatically defined by an algorithm

Prepared for the WV Lottery
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3.1.1.45 System should provide validation masks to index fields to ensure proper input (AA-NNN-NNN-
AAAA). The attributes of the index fields should be user definable, including but not limited to: field name,
fength, and field data type.

Response: The proposed DocuClass system meets this requirement
Response: The proposed DocuClass system meets this requirement

Validation masks (or “pictures”) can be assigned to fields. As already described in previous section response
administrator may define all attributes for index fields. Except the usual field types (character, numeric, date,
logical, memo, efc.), DocuClass offers a very flexible "Grid” type allowing an unlimited number of “rows" of
predefined type “columns” to be assigned to a single keyword.

3.1.1.46 This section intentionally left blank.

3.1.1.47 Computer Generated Reports — There are a variety of daily, weekly, and monthly reports
generated from the systems operated lottery contractors, and printed on Lottery printers for distribution. SEE
ATTACHMENT 6. The proposed system must be capable of automatically storing these reports in electronic
format and automatically indexing the report for refrieval. At present these reports are either ASCIl or PDF.

3.1.1.47.1 The reports are generated on systems owned by contractors of the WV Lottery and
there is the possibility that the contractor could change upon renewat of the contract. For this reason the
report management software must have the ability to process advanced print streams, The remainder of the
prior sentence has been deleted. At the present the system must be able to process ASCI! and PDF print
streams.

3.1.1.47.2 This subsection has been deleted.

3.1.1.47.3 .The system must automatically detect that & report has been generated and is ready
to be processed.

Response: The proposed DocuClass system meets the requirements stated in 3.1.1.47

DocuClass COLD/ERM is capable of capturing reports directly from the spool file, putting it into a pre-defined
format, thus converting them into searchable and retrievable electronic documents

Features include:

e Generate electronic documents from any application that can print o a text file

«  Save final documents in industry standard formats such as Adobe Acrobat (PDF) or TiFF
< Automatically print documents or distribute them via e-maii or fax

« Initiate workfiows, notify users, and dynamically update the status of related

3.1.1.47 4 The system must automatically extract data from the report, which will be used to index and
retrieve the report.

3.1.1.47.5  System should offer compression of report prior to storage.

3.1.1.47.6  System should offer a data mining toof to extract data from multiple reports and
create customer reports as required.
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Response: The proposed DocuClass system meets this requirement (including 3.1.1.47.5 and
3.1.1.47.6)

The DocuClass COLD/ERM module generates single or multi-page electronic documents using ASCIl data
streams captured from third party appfications. it automatically generates each document using a predefined
layout template for every document type, indentifies and separates multiple documents from a single spooler
file, updates document keywords, identifies and updates related documents already stored in the DocuClass
systemn, and prints or electronically distributes

DocuClass COLD/ERM generates, on the fly, electronic documents using the contents of ASCIl spooler
files. Instead of simply applying cosmetic changes to the original structure of the file, such as overlaying text
on a background image, users have the freedom and flexibility to redesign and reformat the contents of the
entire document, providing full control of the final document appearance

Sample Applications

Records Management Policies

Users can retrieve and independently view documents with the application and the hardware platform that
created them.

Purchase Management

Generate and distribute purchase orders automatically
Inveice Management

Generate and distribute invoices automatically

Check Management

Automatically generate and send checks

Financial Report Management

Automatically generate and store financial reports
Statement Management

Automaticatly generate, distribute, and store statements
Accounts Payable

Workflow management for Accounts Payable
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RESPONSE TO GENERAL REQUIREMENTS - Section |l

3.1.2  Document Capture and Electronic Forms Capture

3.1.2.1  System must offer support for batch scanning, affowing a user to scan an entire batch of pages to
be indexed at g later time.

Response: The proposed DocuClass system meets this requirement

DocuClass Advanced Scanning Module allows for batch and high volume scanning. it also provides the
ability to manage the entire scanning process by controlling which users are assigned to scan, index and
validate documents.

Users can even send documents back from one stage to the previous one { for example, if the images were
not correct, the document can be sent back to the scanning phase)

Advanced Scanning is designed to capture, process and index, in production mode, any type of paper-based
or TIFF documents. It combines the simplicity of a user-friendly interface with the power of pre-configured
scenarios, including combinations of some of the following procedures:

» Document separation — using blank pages, patch codes, barcodes, or fixed number of pages setting

« Document classification — predefined or using barcodes

» Indexing — using manual entry of individual or common values for selecting keywords, or using advanced
indexing via barcodes or auto-fill from any SQL table or csv data file

DocuClass moves the captured documents aufomatically from ohe queue to another according to an

internal scanning workfiow.

Manual Separation [
Classification [ Indexing ()
Verification ) Exceptions (1
Transfer [} Store

Documents may also move automatically from the scanner to the stored gueue (PocuClass storage) fully
indexed and ready for retrieval.

3.1.2.2  Balch scanning must provide support for OCR and Bar Code Recognition. It must be possible to
index scanned batches at any scanning workstation.

Response: The proposed DocuClass system meets this requirement
DocuClass provides OCR, Bar code recognition, patch-code recognition and much more.
Users can index from any scanning station.

3.1.2.3 System must offer image enhancement utilities for both bi-tonal and color images.

Response: The proposed DocuClass system meets this requirement
DocuClass offers extensive image enhancement features.

The following screen describes the de-skew, de-shade, de-speckling, line repair etc (see next page)
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3.1.2.4  System must have the ability to capture documents from any of the scanning-enabled digital
copiers and store them to the imaging system. At present all digital copiers are Konica Minolta. This could
change in the future.

Response: The proposed DocuClass system meets this requirement
DocuClass can monitor any number of “hot folder” where images scanned by the digital copiers are being
temporarily stored.

For example, “Insurance documents” can be scanned to the “insurance documents” folder. DocuClass will
the monitor this folder and every n minutes or second will pull the scanned images into DocuClass
automatically.

DocuClass can also any type of drive dedicated scanners

3.1.2.5  Capfure solution should offer image enhancement. Bi-tonal image enhancement should allow the
user to de-skew, align margins, remove lines and specks, and convert inverse text fo black on white. Color
enhancement should allow the user to change intensity, contrast, and sharpness of color images.

Response: The proposed DocuClass system meets this requirement
DocuClass offers extensive image enhancement features to meet these requirements

The following screen describes the de-skew, de-shade, de-speckling, line repair etc (see next page)
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3.1.2.6  Successful vendor will provide scanning hardware. A minimum of 2 production level scanners, 4
departmental scanners and 4 low-volume desktop scanners will be installed. Vendor must provide the
workstation specifications for all scanners.

3.1.26.1 Production Scanner — Bowe Bell & Howell 9125 Ngenuity or equal

3.1.26.1.1 Rated speed of 125 ppm or 250 ipm
3.1.26.1.2 Ability to scan color, bi-fonal and grayscale
3.1.26.1.3 700 sheet automatic document feeder
312614 600 DP! optical resolution

3.1.26.1.5 Unlimited daily duty cycle

3.1.2.6.1.6 VRS Professional

3.1.26.1.7 L/SP 2.0 interface and cable

Response: The proposed solution meets this requirement. Cima Software will provide the requested
scanners

Recommended Workstation specifications:

Processor: 2 Gigahertz or higher
RAM: 4 Gig

Hard-drive: 100 Gig

19-22 inch Monitor

3.1.286.2 Departmental Scanner — Bowe Bell & Howell Truper 3600 Plus or equal

3.1.26.2.1 Rated speed of 67 ppm or 106 ipm
3.1.2622 Ability fo scan color and bi-tonal
3.1.2623 200 sheet automatic document feeder
3.1.26.24 600 DP! optical resolution

3.1.26.25 10,000 page daily duty cycle
3.1.2626 VRS Professional

3.1.2627 USP 2.0 interface and cable
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Response: The proposed solution meets this requirement. Cima Software will provide the requested
scanners

Recommended Workstation specifications:

Processor. 2 Gigahertz or higher
RAM: 4 Gig

Hard-drive: 100 Gig

18-22 inch Monitor

3.1.263 Low-Volume Desktop Scanner — Cannon DR2510C or equal

312631 Rated speed of 25 ppm or 50 ipm
312632 Ability fo scan color and bi-tonal
3.1.2.6.3.3 50 sheet automatic document feeder
3.1.26.3.4 800 DP! optical resolution
3.1.263.5 1,500 page daily duty cycle
3.1.2.638 USP 2.0 interface and cable

Response: The proposed solution meets this requirement. Cima Software will provide the requested
scanners
Recommended Workstation specifications:

Processor; 2 Gigaheriz or higher
RAM: 2 Gig or higher
Hard-drive: 100 Gig

19-22 Inch Monitor

3.1.2.7  Capture solution should support document input devices (scanners, digital cameras, multi-function
printers/copiers) that are TWAIN, 18IS, or KOFAX compliant from the Desktop or Web client.

Response: The proposed solution meets this requirement.
3.1.2.8 System should allow scanning directly into the imaging/ content management system from the
deskiop scanners and from the digital copiers. The Lottery has various models of the Konica Minolta BizHub

which may change in the future.

Response: The proposed solution meets this requirement
DocuClass can scan directly from dedicated deskiop scanners or from digital copiers.

For digital copiers, DocuClass can monitor any number of "hot folder” where images scanned by the digital
copiers are being temporarily stored.

For example, “Insurance documents” can be scanned to the “Insurance documents” folder, DocuClass will

the monitor this folder and every n minutes or second wilf pull the scanned images into DocuClass
autornatically.
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3.1.2.9 System should be able to capture local at a remote location and move on-line at a fater time if
network bandwidth is not available.

Response: The proposed solution meets this requirement
DocuClass can perform both central and remote scanning.

DocuClass offers the option to control the transfer mode (move on-line at a later time) not only based on the
available network band-with but also on the file size, the document relevance and type of document

\

3.1.2.10 System should alfow for the import of images into a batch queue for indexing or direct import of
images and associated indexes into the application.

Response: The proposed solution meets this requirement

DocuClass supports and provides many options for interactive indexing and scanning operations.
DocuClass can import /capture images and send them to an Indexing queue or directly import images and
associated indexes into DocuClass (using the Import Agent module)

Furthermore, DocuClass offers additional capture components such as the XML Connector (that can batch
import XML files with images and index files automatically} and the E-mail Connector module, designed to
automatically batch import e-mails and associated attachments and attributes into DocuClass by monitoring
pre-defined e-mail accounts.

3.1.2.11 Capture solution must provide database lookup functionality so that a primary key field can be
entered manually, by barcode, or OCR and other related fields will be completed automatically using
information in a SQL Server 2005 database provided by the Lottery.

Response: The proposed solution meets this requirement

DocuClass allows for the manual entry of a key field, or the automatic identification of the key field by
barcode or OCR and then have the other fields be filled automatically using information in a WV Lottery SQL
Server 2005 database.
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To attend this requirement, the DocuClass Advanced Scanning component has the ability to create queries
with external databases and apply within the Advanced Indexing features to Auto-fill selected keywords. The
following screen shots illustrate the way DocuClass attend this requirement.

The following screen shot shows the window from AS where the administrator defines the settings for the

auto-fill function.
|

The second screen describes the
built-in db query DocuClass
feature to communicate with any
SQL database
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The connection string will determine the SQL Database and table to be used. The Testing connection is
available,

The SQL Statement will get the required data from the table based on the selected variable, including a
system variable (*"Key #").

Once the External database query has been created and Saved, it could be used fo Autofill any keyword.

3.1.2.12 Al communication between an electronic form and a server must be encrypted.

Response: The proposed solution meets this requirement

3.1.2.13 Data that is entered on the e-form will automatically update the respective Microsoft SQL
dafabase.

Response: The proposed solution meets this requirement

DocuClass can update the existing SQL database with data entered on the e-form.

3.1.2.14 Systern must provide database look-up capability to allow form field completion upon the entry of
unique identifiers
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Response: The proposed solution meets this requirement

3.1.2.15 Proposed e-form solution should include an easy-to-use form design tool that can be used to
create a form from scratch or import scanned paper form or PDF form. Form design tool must support the
following design functions:

3.1.2151 Graphics

3.1.2.15.2  Digital Certification

3.1.2.15.3  Minimum 128-bit native encryption and support 156-bit encryption
3.1.2.154 Local field-level pop-up style help

3.1.2.15.5  Attachment handling

3.1.2.15.6  Built-in local logic, calculations, validation, conditions

3.1.2.157  Wizard driven help files that fravel with the form

Response: The proposed solution meets this requirement

DocuClass e-Forms are based on standard PDF documents used as "FORM Templates”. Therefore when a
user initiates a new e-form, DocuClass is using the predefined (for this particular form) PDF template.
Therefore any standard “PDF Design” tool available in the market can be used to design and create a new

DocuClass e-Form. Since every e-Form is & PDF document, all standard features available to PDF
documents (javascript, digital certificates, graphics, calculation, etc) are also available to DocuClass e-Forms

3.1.2.16 Electronic forms should be available fo an unlimited number of users, preferably with no per-user
charge

Response: The proposed solution meets this requirement

3.1.2.17 Users should be able to view, print, and save their electronic forms locally
Response: The proposed solution meets this requirement

3.1.2.18 Upon submission of an electronic form, it should be automatically indexed and stored to the
content management repository and initiate a business process workflow.

Response: The proposed solution meets this requirement

3.1.2.19 Vendor should provide a secure network configuration for proposed e-forms solutions to include
diagrams and necessary ports and protocols to communicate securely with the WV Lottery LAN.

Response: DocuClass Forms Server listens to any port and is using only HTTP or HTTPS protocol.

Therefore it can work in any network configuration allowing HTTR{S) requests/responds to pass from a
specific port
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RESPONSE TO GENERAL REQUIREMENTS - Section lli

3.1.3 Integrated Workflow

DocuClass Workflow has been designed to help organizations streamline and automate traditionally
time-consuming, paper-based processes.

DocuClass Workflow will enable the WV Lottery to:

e Monitor and assess business processes
¢ Reduce overhead cosis

¢ Eliminate unnecessary, costly tasks

e Improve productivity

+ Identify potential bottlenecks

»  Monitor timelines and process deadlines
¢ Generate accountability

+ Reduce business risks

* Automate tasks

Optimizing and managing information workflows can reduce operational costs and increase productivity,
profitability and market share. DocuClass Workflow automates critical business processes. Whether
applying a document retention policy that moves documents of a certain type fo “offline” storage after a
certain period of time, authorizing vendor invoice payments, ensuring that all faxed customer orders are
processed correctly and on time, or streamlining the recruiting process, DocuClass Workflow can make it
happen.

Highlights

o Easytouse and setup

« Design any business process in a matter of hours, not days or weeks
+ No programming skills needed

¢ Execute workflows from a simplified, user-friendly environment

¢ Combines document management features with workflow capabilities

Characteristics

e Integrated environment: seamlessly integrated with all the DocuClass components

e Extremely powerful security schema: expands the DocuClass security scheme using the “roles”
concept

e User, system and time actions and events: workflow transitions can be triggered by a user,
system, or time-based condition

« Integrated with external systems: external systems can be queried or updated during a workflow

+ Tracks document routing and transition history: automatically tracks document transitions and
generates document history reports
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3.1.3.1 System must have an integrated workflow that has the ability to provide rules-based and ad-
hoc document routing.

Response: DocuClass meets this requirement

DocuClass has a robust, flexible and integrated Workflow module designed to streamline business
process, provide rules-based and ad-hoc document routing, monitor deadlines, control exceptions, trigger
automatic notifications and alerts, identify potential process bottlenecks and provide global information
about the process and its performance.

Documents are routed through DocuClass Workflow based upon & predefined set of conditions, rules, and
actions. These actions could be a mix of system-driven actions that run behind the scenes, such as
notifications and/or user-driven actions, such as the authorization or denial of a request by a supervisor.
DocuClass Workflow places documents in specific queues which represent the different steps, status, or
phases of document processing. Workflows can be initiated by user actions or commands, time-based
events, or DocuClass system events.

See diagram below:

C Workflow Architecture
Users
Users are assigned fo
Roles
WF Commands
T [ Conditions
t Roles are given certain User Events | Actions
Roles commands | Next Queue
Conditions
> Time Events ;
Roles are assigned to Q ueues < Actions
Workflows and Queues | Next Queue
Conditions
Document \System Eventsy Actions
Types Doc Types are
assigned {o Queues | Next Queue
3.1.32 System must support 75 workflow participants

Response: DocuClass meets this requirement
Over 75 WV Lottery users will be able to participate in one or more Workflows
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3.1.3.3 System must include an application development tool that an administrator can use to design and
develop business process maps, database definitions, business rules, and business process roles.

Response: DocuClass meets this requirement
DocuClass’ application development tool is called Workflow Manager and i can be used by the

administrator to design and develop business processes and lifecycles, database definitions, business
rules and roles.

DocuClass Workflow Manager is a non-programmable module making it easier for the WV Lottery
administrator to make changes, define new processes and expand the system.

3.1.34 System must have the ability fo create, modify, and maintain electronic workflow templates.

Response: DocuClass meets this requirement

The Workflow Manager module will allows WYV Lottery Administrators fo create, maintain and modify any
number of workflow lifecycles, templates, queues, actions, conditions and events, without the need of
programming weork and confusing scripting sessions.

3.1.35 System must have the ability to add, delete, or modify an object or document in a workflow
task based on the users' security rights.

Response: DocuClass meets this requirement

DocuClass provides administrator with an advanced workflow security schema designed to control user
access to certain queues, actions and document within the workflow process as well as to control what
permission these users have while participating in the workflow process.

The security schema is based on the concept of roles..

WV Lottery administrators can create roles and assign users to roles and give permissions fo users based
upon their responsibilities within their business processes. DocuClass Workflow can restrict the execution
and/or monitoring of each workflow step to only those who belong to roles that are authorized to participate
in that particular phase of the workflow.

This enables users to participate in more than one role and provides administrators with the ability to
manage complex and dynamic process environments,

3.1.3.6 It must be possible to place a job on hold and indicate the reason and duration of the hold.
Other users must be able to see the cause and status of the hold.

Response: DocuClass meets this requirement
With DocuClass Workflow the WYV Loftery will be able to:
e Place 2 job on hold (Hold Queue and/or Hold status)
» [ndicate the reason
¢ Define the duration of the hold {which could be based on certain business rules or manually
decided by one or more users)
« As documents are placed on hold, their process status may be dynamically updated by the system
« Trigger a notification alerting key users of the hold status
e Send documents “on-hold” to a specific queues assigned to certain users
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¢ Trigger other actions such as:
o Update other related documents’ stafus
o Move other documents to a different section or group
o Look for missing documents
= For example, a document may be on-hold because the file is not
complete..DocuClass couid automatically verify when the needed documents
arrive and release the document from the “hold” status.

3.1.37 Workflow solution must support electronic signature.
Response: DocuClass meets this requirement
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RESPONSE TO GENERAL REQUIREMENTS - Section IV

3.1.4. Vendor Qualifications

3.1.4.1 The bidder shall provide an organization chart showing names of the bidder's proposed
primary site general manager and key managerial staff. The chart should aiso show the names of all
management, supervisory, and key technical personnel who are expected to be active in ongoing support of
the system. Additional support staff need not be named but can be listed by title and guantified. The Agency
has the right to refuse the services of any on-site employee of the successful bidder based on the
empioyee's technical competence or criminal background. All management, supervisory, and key technical
personnel who will be active in the implementation and ongoing support of the system shall be subject to
initial and periodic background checks using the Agency's electronic fingerprint capture system. An individual
shall be removed from supporting the contract as an outcome of adverse results from the background
checks. In the case of a criminal background refusal, the basis for' refusal shall be a conviction of any felony
or any crime related to theft, gambling, or involving moral turpitude.

Response.
3.1.4.1. CIMA Organization Chart and Implementation Team

ORGANIZATIONAL CHART:

IMPLEMENTATION TEAM — To be assigned to the VW Lottery implementation project

Project Manager
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Nelscn A. Cano

With over 12 years of experience leading muliiple implementation projects of different scopes and
sizes, this professional has a track record of achievement in the execution of state of the art
document management systems and conversion projects and has been rewarded by his
customers for superior accompiishment and success.

MBA, Duguesne University

Master of Information Sysiems, Duguesne University
AnyDocs Certified Software consultant

DocuClass certified

MCP Certified

Kofax Certified

Certified Document Imaging Architec

AliM ECM Specialist Certified

Domestic and International Project Management experience

Work History:

Senior Engineers

Greg Snow

e & & & 9

Over 12 years of experience managing multiple client interfaces, contingency
processes and risk.

Extensive Document Management Systems Implementation Experience

10 years of experience managing project processes from planning and execution, to
controfling and closure: Successfully completed projects at the WV Workforce
Department, WV State Police, Allegheny Intermediate Unit, DUNR, Ventana USA,
US Dept of Defense, Richiand One, several higher education institutions among
others:

Extensive experience in data modeling, process reengineering, workflow
depioyment, data and file conversion, forms processing, image enhancement, and
database migrations.

Network and Databases configuration-management expertise
VB programming experience

Bachelor of Science - Pennsylvania State University, State Coliege, PA

Graduated in Information Sciences and Software Development at Robert Mortis

University

CDIA, MCP

Ricoh Technical Certifications

DocuClass Advanced Technical Certification

Project Management Certified

Skills:

o Systems: Windows 9X/NT/2000/XP/2003/Vista/2008, Desktop Linux
{Linspire), Mac OSX

o Databases: MS SQL, SQL Express, mySQL

o Languages: Visual Basic .NET, SQL, M, ASP, CS8

o [T Experience

His experience includes:
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Document and Content Management - Solutions Installer and Support Business process
analysis, solutions design, implementations and support

Systems Administration/Solutions Support Network Infrastructure design and maintenance.
Exchange administration and maintenance. internal/external security, design, and maintenance.
Maintain software testing environments, build/test installers, and manage installer support.

Solutions Engineer (2003 — 2008): Provided tier 1 and fier 2 solutions support. Performed systems
administration, maintained internal security, and performed network infrastructure maintenance
tasks. Designed, implemented, and maintained client infrastructure, email servers, and data centers.

Systems Administration (1999 — 2003). Performed systems administration, maintained internal
security, and performed network infrastructure maintenance tasks. Managed help desk support
personnel and performed tier 2 helpdesk support. Implemented internal procedures for data center
security.

Roman Cano

Roman is very experienced implementing similar systems, setting up scanning/capture and
document management systems as well as well as providing customer technical support. He has the
following professional background:

»  Cima Senior Technical Engineer

= DocuClass Certified

»  Microsoft Certified Professional

»  Certified Document imaging Architec

» Conversion and Processing expertise such as: PDF conversion, scanning, indexing,
barcode recognition, Forms recognition

= QOver 8 years of experience implementing document management projects (small
and large)

» Roman is an expert in databases, migration, scripting and zonal/ICR and forms
processing projects

= Programming Skills: \Programmer in Pascal, Visual Basic 8, CA Visual Objects
Operating Systems: UNIX, Windows 9X/2000/NT/XP
Database: Oracle, MS-Access, MySQL, Microsoft SQL Server
Networking:  TCP/IP, VPN, LAN Administration

« EXPERTISE :

Languages: Pascal, Visual Basic 6

QOperating Systems: UNIX, Windows 8X/2000/NT/XP

Database: Oracle, MS-Access, MySQL, Microsoft SQL Server
Networking: TCP/AP, VPN, LAN Administration

Application: MS Office Suite, Adobe Photoshop, Paint Shop Pro,
Hardware: IBM, PC Compatibles, Installing Software, Troubleshooting

Work History:
Some of the relevant projects are:

»  Migration of more than 13'000,000 of records with notes from Filenet to DM system
system and installation of the Backup and Recovery system for the West Virginia
WorkForece Division. (0 % proof of error)
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= Customization of AnyDoc Software to emulate and replace Captiva Software for the
West Virginia WorkForce Division

= Design, implementation, and management of an Advance Scanning System for the
Department of Defense Finance and Accounting (DFAS). Integrated with a MS SQL
Database.

= Design, implementation, and management of an Advance Scanning System for the
PA Department of Conservation of Natural Resources (DCNR}). integrated with
Oracle Database.

= Design, implementation and management of the conversion of 1.4 million for the City
of Pittsburgh Backlog Scanning for the Community College of Allegheny County, PA
{CCAL).

= Richland County School District, SC: Scanning and indexing of over 1 million
documents for the HR department.

Senior Software Developer and Systems Architecture Specialist
Lefteris Catsaros

Lefteris is a pioneer in the development of information systems for various business areas, having a
professional experience of more than 18 years.

He is an OEM partner with Microsoft and Oracle and he has developed technical software for
mainframe and Unix systems - addressing shipload stability problems.

Since 1985, Lefteris has worked with almost every programming language, every operating system
and aimost every database system. Current topics of interest are focused at Software Development
Processes & Methodologies, Document Management Systems, Image Processing Systems,
Knowledge Sharing Systems and Mobile Applications. He is also participating at various European
Community research projects related with micro-payments and e-business solutions delivered at
mobile phones. He is a member of Java Developers Connection and Nokia Developers Group.

3.1.4.2 Software and Hardware Support

3.1.4.2 Software support must be provided Monday through Friday from 8:00 AM until 5:00 PM
excluding holidays with a 4 hour response. Hardware maintenance on scanners must be provided Monday
through Friday from 8:00 AM to 5:00 PM excluding holidays with a maximum 24 hour response. Support
must be provided for a period of 36 months from date of final acceptance by the WJ Lottery.

Response: Cima Software agrees to comply with this requirement

Cima will provide unlimited remote software support Monday through Friday from 8:00 AM until 5 PM with a 3
hour response time. On-site support is also available.

Hardware support will be provided Monday through Friday from 8:00 AM fo 5:00 PM excluding holidays with
a maximum 24 hour response. Suppori will be provided for a period of 36 months from date of final
acceptance by the WJ Lottery.
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3.1.4.3 Vendor must provide a minimum of three (3} and maximum of five (5) references.
References should include the name, titie, organization, telephone number, email address and brief
description of the system installed.

3.1.4.3. References

REFERENCE 1

NAME OF FIiRM: WORKFORCE WEST VIRGINIA
CONTACT PERSON: _PAM BELT (Manager) PHONE: _{304) 5659 - 3679

Project Description:

This project consisted of two phases:

1. Migration of 13 Million documents from a legacy system

2. Design and implementation of a enterprise Workflow, capture and reporting system
WV Workforce uses high volume Bell and Howell scanners to scan and process large
volumes of information
Cima designed and implemented an automatic scanning/data capture process that feeds a
complex and multi-layer Workflow system (created, modeled, configured and tested by
Cima)

Testimonial:
On behalf of Workforce West Virginia | would like to congratufate Cima /ADMS for a job well done.

The nature of this major project was not only complex, with nurmerous parties and environments involved, but
it also included a large migration of data and documents from a legacy system. Nevertheless, Cime/ADMS
helped us move forward with the project until it was successfully completed. They warked closely with our
project team, listening to the critical elements and needs of our Bureau, while providing a visionary yet
realistic solution that was carefully designed to meet and in most cases exceed our expectations.

It is evident that their staff takes great pride in the solutions provided to their customers: “Solutions that
perfectly combine the right software and hardware with a proven implementation methodology”. Selecting
Cima/ADMS as a project partner was one of the best decisions made by our Bureal.

We look forward to continuing a long relationship with Cima/ADMS

ﬂaxmjﬂ- Q. G

Pamela A. Belt, Munager
Workforce West Virginia
Unemployment Compensation Division
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REFERENCE 2
NAME OF FIRM: ALLEGHENY INTERMEDIATE UNIT (AIU3 - PITTSBURGH, PA)
CONTACT PERSON: Debbie Stella PHONE: _{412) 394 — 5700 debbie.stella@aiud.net

Project Description:

AlU3 is a large organization (about 2,000 employees) that has been using DocuClass for several years and
continues to expand the system. This project has had 3 phases so far:

1. Implementation of an automatic and decentralized capture and retrieval system for Student
Records. Documents are capture across 10 different centers using barcodes. Once scanned
and indexed, documents are accessed from LOB application using our Application
Connector module.

2. Design and implementation of an enterprise Workflow, capture and reporting system for the
Business Office.
Allegheny Intermediate Unit uses DocuClass to automate the capture, approval and
processing of incoming vendor invoices for 130 Programs. This process utilizes scanning,
Workflow, COLD_ERM, Info-push and reporting DocuClass components

3. Design and implementation of a Hiring and Job posting Workflow process. This system
utilizes DocuClass e-forms, Workflow and scanning componenis

See attachment 3: case studies

Testimonial:

‘We have been working with DocuClass just over a year. During this time we greatly improved two internal
processes and are looking forward to significant improvements in other business appfications. DocuClass is
intuitive, user friendly, and offers a single solution for our diverse needs — from student records management
to enhancing business processes”

Debbie Stella

Assistant Director of Finance
Allegheny Intermediate Unit
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REFFERENCE 3
NAME OF FIRM: VENTANA USA (- PITTSBURGH, PA)
CONTACT PERSON: _Ann Pauly PHONE: _( (724) 325-3400 apauly(@ventanapa.com

Project Description:
Company Profile

Ventana USA® is a market-leading expert in the art and engineering of custom vinyl profile bending and
fabricating of architectural shapes for window manufacturers, in traditional or special geometric shapes,
styled to fit any design concept

The Problem

The first problem Ventana USA encountered with respect to
managing documents was insufficient storage space. it maintained
a whole mezzanine floor full of boxed documents for servicing
customers, verifying warranties, and saving invoices for the IRS.
Whenever a Ventana employee needed a particular document,
they would climb to the documents floor and dig through dusty
boxes until they found it. Eventually Ventana simply ran out of
document storage space.

Searching manually for orders and instructions also resulted in S S
slower customer response times. Documents were sometimes lost Ventana simply ran out ot
or misfiled, and there was an increased chance of errors in document storage space.
ordering, payment, manufacturing, shipping and billing.

The Solution

Ventana decided to improve their business processes, beginning with the way they handled and processed
documents. Their initial objectives were:

Increase customer satisfaction by reducing the time it takes to find their files
Make documents accessibie from multiple locations

Keep all related documents together

Reduce costs by moving documents to electronic format

Ensure document security

Track changes, updates, and status

¢ & & © & O

Initially Ventana’s document management system consisted solely of scanning, archiving and retrieval. They
scanned all of their paperwork into the system and began handling their documents electronically.

After receiving the study results from their efficiency consultants, they decided to impiement automated
document workflows.

Customer Service

In the past, the fax machine would print the orders and someone would pick them up and walk them to the
appropriate persons in the Customer Service Department. Customer Service Representatives (CSRs) would
enter the orders, print them, and manually fax individual order acknowiedgements back to the customers.
Now DocuClass is directly integrated with the fax system, pulling them in, and routing them to a workflow
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gueue for the CSRs. DocuClass also automatically faxes order acknowledgements to customers as the
CSRs process them.

Fabrication

in their original paper-based system, the CSRs walked the printed orders to the various departments for
fabrication, often with verbal instructions or handwritten notes that were sometimes overicoked, mispiaced,
lost, or misunderstoad, The Fabrication Departments had fo dig through piles of paperwork to decide which
ones they needed. DocuClass is now integrated with the orders system, capturing the orders through its
COLD/ERM Module. Using the arder numbers as keywords, DocuClass links the orders to their
corresponding original faxes, along with any notes or special instructions, and routes them to Fabrication.
Fabrication no longer searches through stacks of paper to decide which pages they need, and special
customer instructions are permanently documented in the system for future reference and always remain
attached to their respective orders,

Shipping and Invoicing

Ventana used DocuClass to automate the Shipping and invoicing Depariments. In the past, someone had to
manually walk the orders to shipping, write tracking humbers and shipping information on them, perhaps give
some verbal instructions, and walk the order back to someone in the invoicing Depariment, who waould enter
it into the invoicing system. Now, once fabrication is completed, DocuClass routes the order to someone in
the Shipping Department who pulls it from the gueue, examines the order, and enters the shipping
information. DocuClass then automatically routes the appropriate completed documents to the Invoicing
Department's queue. The DocuClass Workflow module also handles the tracking and routing of partial
shipment orders back through the shipping and invoicing phases, as many times as necessary, until the
orders are complete,

Human Resources

Ventana also implemented DocuClass in Human Resources to keep track of employee information. It
handles the scanning, classifying, automatic indexing and validating of employee data files. Human
Resources how can easily access employee information by keywords, while keeping that information secure
from unauthorized users.

Communication

Ventana improved the coordination between its
two facilities by using DocuClass. In the past,
the Accounting Department was in a different
building and could not access all of the
paperwork they needed. The
Fence/Deck/Railing Department was also split
between two buildings but employees of both
needed access to many of the same
documents. Now, any DocuClass user, in any

building is able to instantly access any other DocuClass eased communications between the
document in the system for which they have ariginal and expanded facilities.

authorization.

Summary

Using DocuClass, Ventana has been able to reduce costs and increase customer satisfaction by:

Regaining the substantial amount of office space formerly used for paper documents
Increasing the efficiency of their business processes by using the Workflow module
increasing the efficiency of existing personnel by eliminating manual paperwork
Improving customer response times

® o & ©
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» Reducing errors in dealing with customers by preserving all communications with them
¢ Accessing documentation from muitiple locations
» Keeping all related documentation together

*DocuClass has helped us to grow our business and improve customer satisfaction.”
— Dana Hawkins, IT Director, Ventana USA
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Other Testimonials:

The software is amazing.. the quality of life in our office is much improved! We have already utilized the
software for transcripts several times. It is so easy!”

DocuClass has made it easy for us to transition from our previous archaic paper systern to a much quicker,
technically advanced alternative!!

Johnna Maryak
Associate Registrar
Point Park University

“DocuClass helped us to become more efficient in our record keeping and daily operations. ... We are
extremely pleased with the ease of use and the support we receive.....We looked at several companies
when choosing a document imaging sysfem and saw that DocuClass was way ahead of the other
vendors.....DocuClass was the number one improvement in our business systems last year...

Mary Ann Papst
CFO
Association of Specialty Physicians, inc.

The use of DocuClass has increased my productivity more than any other change I've made since | starfed in
the HR department. My desks no longer have mounds of paper to search through and requests for
information can be answered within a minute or fwo, rather than taking half an hour or more like they did
before.”

Kyle C. Knapp

HR Manager
Du-Co Ceramics Company
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3.1.4.4 Vendor must provide a detailed implementation plan to include a timeline for installation,
testing, training, and application development.

Response:

3.1.4.4. Project and Implementation Plan
Cima Software will assign a project team to this implementation.

The implementation process will include the following phases:

Phase 1: Initial Coordination

This phase involves:

1. Meeting with the | T and Business staff to establish the implementation timeframe, expected goals,
project reporting mechanisms as well as to establish the framework for the hardware and software
installation. This coordination is critical {o determine the specific requirements the Business users
and IT have regarding business process, exceptions, timelines, network communication, security,
hardware, database access, elc

These discussions will encompass the following:
e Security requirements

¢ Network communicafion requirements
¢« Hardware specifications
+ Database interface with new system
+  Workflow design

s Database access

¢ Technical description of the new system

¢ Timeframes

» Schedule approval

« Transition phase (methodology, timeframe, contingency plans, schedules}

2. Meeting with the employees involved in project, to review their business rules and  practices, their
policies constraints and requests for the system. The intention is to reach a deep level of
understanding of their needs and environment in order to design a meaningful and user-friendly
system that truly meets their expectations.

Phase 2 Hardware Instaliation ( if required)

During this phase CIMA will install the server, workstations and work with the IT staff to make sure there are
no network communication or hardware compatibility issues.

After the server has been installed, CIMA will proceed to instali the scanners with the different workstations.
The CIMA project team will pay special attention to driver compatibility, scanner testing and network testing.

Phase 3 System Setup

System Design

During this phase, CIMA project team will meet with the different user departiments to firm the system
configuration: what are the documents types, how many user groups there are, what are the index
fields by document type, who has access to what, additional features such as annotation, envelopes,
etc)
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System Instaliation

During this phase, the CIMA project team will proceed to populate the database and then install the
software at the server level.

Next, The CIMA team will start the configuration of the software, creating the different document type
groups, document types, index fields, naming conventions, user groups, user rights, special features,
efc.

Phase 4: Workflow System Design and Process Analysis

4.1 Design and Modeling Phase

Desiagn

a. Define Process Scope
i. Define document structure, security requirements, information involved in the
process
fi. Analyze document flow
iil. Analyze business flow requirements, exceptions and rules (timelines, notification,
routing, workload management, status tracking, special conditions etc)
b. Define Process Customer
. What is the business flow ultimate objective
ii. Which areas are affected by this flow
c. Define Participants and Roles
i. What are the different roles, users and departments involved in the process
1. What do they do in the process
2. ldentify hierarchy levels

Modeling

a. Define Initiating Event
i. ldentify what friggers the Workflow
1. Manual, system work, time event
2. What document initiates the Workflow
3. What business conditions affect the Workflow initiation
b. Define Outcome of Process
i. ldentify how does the Workflow end
ii. Identify partial outcomes such as "holding" stages.
1. Manual, system work, time event
c. Develop Object Oriented Diagrams
i. This diagram describes the business process from a “document focus” perspective
d. Diagram reflects the system behavior

Validation

a. Validate Object Diagram vs Current Process

i. Look for Inconsistencies and Redundancies

ii. Present to customer and collect feedback
1. Verify process exceptions
2. Validate Object Diagram
3. Agree of needed changes

fii. Adjust, modify as agreed

iv. Obtain customer final sign off (Before you start any software configuration)
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4.2 Configuration and Testing Phase

Configure ali document types and users
Set up capture process
Set up system security
Set up querying mechanisms
Set up exporting if any functions
Configuration of the previously defined and approved Workflow design. This step includes:
a. Creating Workflow Queues
b. Creating Workflow actions
¢. Creating Workflow conditions (Scripting if necessary)
d. Assigning document types, roles and WF keywords to each Queue
e. Creating Workflow user, fime and system events
7. Testing — Performing preliminary tests to identify logical, flow or configuration errors.

DR W

4.3 Piioting and Go-Live Phase

Phase 5 Training
The Training phase is constituted of three main components:

System Administrator Training:

On-site and Off-site (availablie). The topics to be covered are: system configuration, system security,
troubleshooting, system installation, user interfacing, scanning configuration, back up procedures,
system upgrading, and system uploading.

Scanning Training:

Hands-oh training designed to make operators proficient with scanning, scanner regular
maintenance, common problems solving. The CIMA Project team will actually start scanning batches
with the operators to test and confirm their ability fo perform such task.

Retrieval User Training

Designed to train the trainers, The CIMA project team will create simulation retrieval scenarios in
class. Students will be walked through the different retrieval options and fools available. Each
student will receive a detail user manual that describes the retrieval process step by step.

Project Management Plan

CIMA will produce one weekly status report process and hold monthly on-site status meetings to
review the entire project. CIMA will submit the project status report to the customer but internally wiil
monitor the project by evaluating the individual task reports.

Each phase of the project has a deadline and a duration period. The owner of the phase/project is
responsible for making sure that all tasks associated with the phase have been accomplished.

Each phase will be proposed and described to the customer for approval. Each phase will have a list
of required outcomes approved by the customer. This list will be used to control deliverables on
weekly basis.
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3.1.4.5 Bidder must provide a detailed description of ongoing hardware maintenance and software
support. Successful vendor must provide maintenance and support for ali software and hardware installed
for a period of 3 years or 36 months which commences upon final acceptance by the Lottery.

Response:

Cima will provide unlimited remote software support Monday through Friday from 8:00 AM until 5 PM with a 3
hour response time. On-site support is also available.

Hardware support will be provided Monday through Friday from 8:00 AM to 5:00 PM excluding holidays with
a maximum 24 hour response. Support will be provided for a period of 36 months from date of final
acceptance by the WJ Lottery.

33
3.1.4.6 Vendor must have completed three projects of this scope and size.

Response: Cima Software meets this requirement,

Our organization has implemented dozens of similar projects in scope and size (or larger) nationwide.
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3.2 Scope of Work:

3.2.1 The vendor will install and test all software fo the satisfaction of the West Virginia Lottery.
Testing criteria will be determined by the Lottery during implementation and will include but not be fimited to:

2.1.1 Capture

2.1.2 Store and retrieve

2.1.3 E-form creation and submit to workflow
2.1.4 Workfiow routing

2.1.5 Business continuanceffailover

2.1.6 Electronic Signature

Response: Cima will comply with this requirement

3.2.2 The Lottery will arrange for EMG to work with the successful vendor to integrate the proposed
system with the EMC Symmetrix DMX and EMC Centera for image and data storage, archiving and business
continuance.

Response: The proposed solution meets this requirement

DocuClass can query & retrieve “Retention Policies” configured in EMC CENTERA devices. DocuClass
administrator may assign any of these policies to a “Document Type”, that is a collection of documents of
same type (i.e. contracts). From this point any document stored to this document type will follow the default
retention policy assigned to its type. Additionally DocuClass administrator may define for some document
types a policy giving the absolute number of days to retain. In this case every time a document is stored,
DocuClass will assign explicitly the number of days to retain, instead linking this document dynamically with
a CENTERA retention poiicy

3.3.3 Vendor will create and test multiple workflows for Licensing, Limited Video Lottery Security,
and Procurement.

Response: Cima will comply with this requirement

3.3.4 Vendor will configure the e-form server and create and test 13 e-forms as provided in A
TTACHMENT 3.
Response: Cima will comply with this requirement

3.3.5 Vendor will configure ali servers to the specification of the proposed software for optimal
performance and security best practices. Lottery will provide the servers with the operating system instalied.

Response: Cima will comply with this requirement
3.3.6 Vendor will configure two production capture workstation PCs that will be provided by the
Lottery, and install and test production scanners.

Response: Cima will comply with this requirement

3.3.7 Section 2 of the RFP functions to give each Bidder an idea of where the majority of documents
fiow through the Lottery as of the time of this publication and is for informational purposes onty because the
processes may change prior to the award of the contract. The successful vendor must review the workfiows
performed by the Agency after the award of the contract and analyze the workflows prior to actual
implementation to verify the workflows being utilized and recommend more efficient processes where
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inefficiencies exist.
Response: Cima will comply with this requirement

3.3.8 Vendor will train al! End users. Various levels of training will be required from retrieve only
users to system administrators. Bidder must provide a training plan for system administrators to include
application/project development, workflow management, e-forms creation and management and security
management. Separate training will need to be provided to scanning personnel, workflow participants and

retrieve-only users.

Response: Cima will comply with this requirement
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3.3. Special Terms and Conditions and required Vendor
Signature Pages

3.3 Speciai Terms and Conditions:

3.3.1 Performance Bonds: The successful vendor shall furnish a performance bond for 100% of the
amount of the contract. Bonds may be provided in the form of a certified check or bond furnished by a
solvent surety company authorized to do business in the State of West Virginia.

Response: Cima will comply with this requirement

3.3.2 Insurance Requirements: Insurance certificates are required prior to award but are not required
at the time of bid. ~

3.3.2.1 Public Liability with limits of $500,000 for any one person, and $1,000,000 for any
one occurrence of personal injury, as well as $1,000,000 for any one occurrence of property damage.

3.3.2.2 Errors and Omissions in the amount of $1,000,000 for the selected
Vendor for any loses the Agency may incur resulting from the intentional or negligent acts of the Vendor. The
Errors and Omissions insurance coverage will remain in effect during the entire contract period, any
extensions thereof, and for one (1) year after the confract terminates.
Response: Cima will comply with this requirement

3.3.2.3 A Fidelity Bond or insurance in the amount of $1,000,000 covering any losses
incurred by the Agency due to the fraudulent or dishonest acts on the part of the Vendor, or the Vendor's
officers, employees, agenis or subconiractors.
3.3.3 License Requirements: N/A

3.3.4 Litigation Bond: N/A

Response: Cima will comply with this requirement
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_ T
RFQ No, &% %54

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

VENDOR OWING A DEBT TO THE STATE:
West Virginia Code §5A-3-10a provides that: No contract or renewal of any contract may be awarded by the
state or any of its political subdivisions to any vendor or prospective vendor when the vendor or prospective

vendor or @ related party to the vendor or prospective vendor is a debtor and the debt owed is an amount
greater than one thousand dollars in the aggregate.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLACE ACT:

If this is a solicitation for a public improvement construction contract, the vendor, by its signature below, affirms
that it has a written pian for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make said affirmation with its bid submission. Further, public improvement
construction contract may not be awarded to a vendor who does not have a wiitten plan for a drug-free
workplace policy in compliance with Article 10, Chapter 21 of the Wesf Virginia Code and who has not
submitted that plan o the appropriate contracting authority in timely fashion. For a vendor who is a
subcontractor, compliance with Section 5, Articte 1D, Chapter 21 of the West Virginia Code may take place
pefore their work on the public improvement is begun.

ANTITRUST:

In submitiing a bid to any agency for the state of West Virginia, the bidder offers and agrees that if the bid Is
accepted the bidder will convey, sell, assign or fransfer to the state of West Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the Unlted States and
the state of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
commodities or services purchased or acquired by the state of West Virginia. Such assignment shall be made
and become effective at the time the purchasing agency tenders the initial payment to the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited liability company, partnership or person or entity submitting a bid for the same materials, supplies,
equipment or services and is in all respects fair and without coliusion or fraud. | further certify that | am
authorized to sign the certification on behalf of the bidder or this bid.

LICENSING:

Vvendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia
Secretary of State's Office, the West Virginia Tax Department, West Virginia Insurance Commission, or any
other state agencies or political subdivision. Furthermore, the vendor must provide all necessary releases o
obtain information to enable the Director or spending unit to verify that the vendor is licensed and in good
standing with the above entities.

CONFIDENTIALITY:

The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such personally
identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuant to the
agency’s policies, procedures and rules. Vendor further agrees 1o comply with the Confidentiality Policies and

Information Security Accountability Requirsments, set forth in http:/Awww. state wy.us/admin/purchase/privacy/
noticeConfidentiality pdf.

Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby certified that the vendor
affirms and acknowledges the information in this affidavit and is in compliance with the requirements as stated.

Vendor's Name: C/ o SBF TL/LJ/»:”/ZE
Authorized Signature: ____ %ﬁﬂzj, AL ) Date: Jz-02 - 10
Purchasing Afiidavit {Revised 01/01/08) /

V4
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State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application™ is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply to
consfruction contracts). West Virginia Cade, §6A-3-37, provides an opportunity for gualifying vendors to request {at the fitne of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only o the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used o request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

e Bidderis an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or, -

. Bidderisa parthership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidderis heid by another individuat, partnership, association or corporation resident vendor who has
maintained its headquarters of principal place of business continuously in West Virginia for four {4) years immediately
preceding the date of this cerfification; or,

e, Bidderis anonresident vendor which has an affiliate or subsidiary whick employs a minimum of one hundred state residents
and which has maintained its headguarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this certification; or,

2, Application is made for 2.5% resident vendor preference for the reason checked:

- Bidderis aresident vendor who certifies that, during the life of the contract, on average at least 76% of the employess
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
fmmediately preceding submission of this bid; or,

3. Appiicaiion is made for 2.5% resident vendor preference for the reason checked:

—_ Bidderis & nonresident vendor employing a minimum of one hundred siate residents or is & nonresident vendor with an
affifiate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the coniract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary’s employees are residents of Wast Virginia whe have resided in the state
coniinuously for the two years immediately preceding subrmission of this bid; or,

Application is made for 5% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

Application ts made for 3.5% resident vendor preference who is a veteran for the reason checked:
Bidder is an individual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard

and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitied; or,

lsﬂ{.&

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendors bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginie who have resided in the state continuously for the two immediately preceding years,

| ®

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continus to meet the
requirements for such preference, the Secretary may order the Director of Purchasing fo: (a) reject the bid; or (b) assess a penalty
against such Bidder in an amount not {o exceed 5% of the bid amount and that such penafty will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this cerfificate, Bidder agrees fo disclose any reasonably requested information to the Purchasing Division and
atthorizes the Depariment of Revenue to disclose to the Director of Purchasing appropriate information verifying thet Bldder has paid

the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

Under penaity of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and accurafe in all respects; and that if a contract is issued to Bidder and if anything cdhtained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in; h iting immediately.

Bidder: Ol SOFET A RE Signed: A o
Dafe: 03 - 02 - 2810 Title: : \‘/(/ P

“Check any combinalion of preference cansideralion(s) indicaled above, which you are entitfed iv receive.
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WORKFLOW

DocuClass Workflow has
been designed to help organi-
zations streamline and
automate traditionally time-
consuming, paper-based
processes,

DocuClass Workflow enables
you to:

Monitor and assess business
processes

Reduce overhead costs

Eliminate unnecessary, costly
tasks

Improve productivity
Identify potential bottlenecks

Monitor timelines and
process deadiines

Generate accountability
Reduce business risks

Automate tasks

Optimizing and managing
information workflows can
reduce operational costs and
increase productivity, profit-
ability and market share,
DocuClass Workflow auto-
mates critical business
processes. Whether applying
a document retention policy
that moves documents of a
certain type to “offline”
storage after a certain period
of time, authorizing vendor
invoice payments, ensuring
that all faxed customer orders
are processed correctly and

on time, or streamlining the
recruiting process, DocuClass
Workflow can make it
happen.

HIGHLIGHTS

= Easy to use and set up

= Design any business process
in a matter of hours, hot
days or weeks

» No programming skills
needed

¢ Execute workflows from a
simplified, user-friendly
environment

e Combines document
management features with
workflow capabilities

DOCUMENT FLOW

Documents are routed
through DocuClass Workflow
based upon a predefined set
of conditions, rules, and
actions. These actions could
be a mix of system-driven
actions that run behind the
scenes, such as notifications
andfor user-driven actions,

© 2009 Cima Software Corp. Al rights reserved.

stich as the authorization or
denial of a request by a
supervisor. DocuClass Work-
flow places documents in
specific queues which repre-
sent the different steps, status,
or phases of document
processing. Workflows can be
initiated by user actions or
commands, time-based
events, or DocuClass system
events,

USERS AND ROLES

With DocuClass Workfiow,
you can assign rofes and give
permissions to users based
upon their responsibilities
within their business
processes. DocuClass Work-
flow can restrict the execution
and/or monitoring of each
workflow step to only those
who belong to roles that are
authorized to participate in
that particular phase of the
workfiow,

(Continued on next page)



ALERTS AND
NOTIFICATIONS

DocuClass can generate
automatic alerts as well as
e-mail and internal notifica-
tions when certain business
rules are met or not met, such
as upcoming deadlines, a
change in document status,
missing documents, duplica-
tion, or new documents,

DocuClass Workfiow
integrates seamlessly with all
DocuClass components,
offering a total solution to
your automation needs as
they relate to your current
document management and
document-based processes.

PROCESS STATUS
TRACKING

DocuClass Workflow provides
performance metrics, tracks
all documents within business
processes, and dynamicaliy
updates documents’ status as
they progress through

DocuClass Workflow streamlines

cal business processes.

business flows. This gives
users real time information
about their overall business
processes and where all
documents are at ali times
within them.

COMPONENTS

» Workflow Manager:
provides a comprehensive
graphical interface to design
and monitor Workflows

= Workflow Client: an
enhanced Full Access Client
that serves as the interface
between users and the
DocuClass Workflow Engine

s Workflow Agent: runs and
monitors unattended
workflow processes and
triggers new workflow
events based upon
predefined time intervals or
in response to system events
or conditions

CHARACTERISTICS

e |ntegrated environment:
seamiessly integrated with

© 2009 Cima Software Corp. All rights reserved.

alt the DocuClass compo-
nents

o Extremely powerful security
schema: expands the
DocuClass security scheme
using the “roles” concept

e User, system and time
actions and events: work-
flow transitions can be
triggered by a user, systern,
or time-based condition

o Integrated with external
systems: external systems
can be queried or updated
during a workflow

¢ Tracks document routing
and transition history:
automatically tracks docu-
ment transitions and gener-
ates document history
reports

ApouT DocuCLASS

DocuClass is the optimal
Enterprise Content Manage-
ment platform for growing
companies, [t offers deep
functionality, the flexibility to
serve diverse industries and
applications, and the scalabil-
ity to handle large volume
requirements, DocuClass is
affordable, easy to install,
fearn, use, support, and
integrate,

MORE INFORMATION

To learn more about Docu-
Class Workflow or other
DocuClass capabilities,
contact your local DocuClass
sales representative, visit
www,docuclass.com or emaii
info@docuclass.com.



APPLICATION
CONNECTOR

Access and manage docu-
ments stored in DocuClass
directly from third-party
applications.

¢ Providing a non-intrusive
and non-programmable
interface with your applica-
tions

» Analyzing the content of the
running application auto-
matically as well as retriev-
ing all related documents

e Extracting data from the
running application window
and using it to automatically
index related documents

* Connecting to documents
stored in DocuClass with a
simple keystroke

The DocuClass Application
Connector enables users
working in line of business
software or other applications
to access and work with
documents stored in Docu-
Class, directly from those
applications. For example, an
accounting manager who is
working in his/her accounting
application will be able to
access vendor invoices,
packing slips and ahy other
documents related to a
particular purchase order,
directly from his/her financial
solution — with a simple
shortcut, hotkey or keystroke.

Through this intuitive inter-
face, DocuClass is able to
jearn how to interpret the
content of the underlying
external application windows,
and how to build relationships
between data stored within
the external application and
documents stored in the

DrocuClass system.

Once documents have been
retrieved, users can work with
them {view, change keywords,
enter notes, print email, or fax
documents and even initiate
worlflows) without ever
feaving their application’s
session.

ADVANCED SCREEN
SCRAPING METHODS

The DocuClass Application
Connector provides a wide
variety of screen scraping
methods, enabling users to
extract data from virtually any
MS Windows or web-based
application.

EAsY POINT AND CLICK
CONFIGURATION

Define one or many configu-
rations using an easy to Use
“point and click” interface,
Screen scraping the external
application interactively
minimizes configuration time
and errors.

“DOCUMENT ENABLE”
ANY APPLICATION

© 2009 Cima Software Corp. All rights reserved,

Enables users working in their
line of business or familiar
applications to access docu-
ments stored in DocuClass
directly from where they are.
This saves time, drasticaily
reduces training and improves
user acceptance.

FEATURES

in today’s challenging
business environment, organi-
zations are realizing the
importance of providing their
employees instant access to
all relevant information
(externally or internalfy-
generated documents) directly
from their core and/or line of
business applications. With
that in mind, the DocuClass
Application Connector
“document enables” your core
application and gives it direct
access to all other documents
{not created by the core
applications but stored in
DocuClass), improving users’
productivity and increasing
the overalf process efficiency.

(Continued on next page)



FEATURES CONTINUED

Integrating applications from
different vendors is not an
easy task: Your organization
may not have people with
programming skills; you may
not have access to the appli-
cation source code; the
application may or may not
be open to you; or you do not
want to invest the money and
time these types of endeavors
typically require.

OUR SOLUTION

With the DocuClass Applica-
tion Connector you will be
able to integrate your line of
business application to
DocuClass without any
programming effort and
without having to “touch”
your application. Instead,
DocuClass extracts data
directly from the application
window screens and estab-
lishes a link to matching data
within the DocuClass data-
base,

Imagine your users working in
your financial application and
with a simple keystroke,
retrieving all purchase orders,
invoices, packing slips,
checks, and other documents
related to a particular transac-
tion. Imagine your customer
care representative answering
a customer’s call and instantly
accessing, directly from the
CRM software, all faxed
orders and invoice documents

ocuClass’

HTH ke

Application Connector provides a user-fiiendly way of interfacing to
your line-ofbusiness applications — no programming is required.

for this customer. lmagine all
that and more, because it is
already a reality with the

DocuClass Application

Connector.

KEY POINTS
Screen Scraping

Using multiple control
options: absolute or relative
window position, control 1D,
control class, a particular
screen rectangle, control
sequence, relative control
order in reference to another
“anchor” control, etc.

identify Windows

Using part or the entire
window caption, window
ctass, window position,
application name, etc.

© 2009 Cina Software Corp. Al rights reserved.

Activate Application Connec-
tor With A Single Keystroke

While working in the external
application, hit any of the
defined shortcuts

Work With Documents

Work directly with the docu-
ments in the “hitlist”. Open
these documents with the
internal or an external viewer,
copy document to disk, email,
compress and email, fax, alter
keywords, or create new
revisions,

Initiate Workflows

For example, while working
in a financial application, a
workflow to process incoming
invoices could be initiated as
soon as the status of a PO
changes to “current”,



COLD/ENTERPRISE
REPORT MANAGEMENT

DocuClass COLD/ERM
enables you to create,
index, associate, distribute
and store docurments on
the fly.

e Generate electronic
documents from any
application that can print
to a text file

¢ Save final documents in
industry standard format
such as Adobe Acrobat
(PDF) or TIFF

e Automatically print docu-
ments or distribute them via
e-mail or fax

¢ [nitiate workflows, notify
users, and dynamically
update the status of related
documents

DocuClass COLD/ERM is a
total solution that enables to
generate, manage, control,
store, retrieve, archive and
distribute, in efectronic
format, invoices, purchase
orders, checks, reports,
statements, bills, or practically
any document originally
created by a third-party
application.

The DocuClass COLD/ERM
module generates single or
muiti-page electronic docu-
ments using ASCII data
streams captured from third-
party applications. It auto-
maticaily generates each
document using a predefined
layout template for every
document type, indentifies
and separates muitiple
documents from a single
spooter file, updates docu-
ment keywaords, identifies and
updates related documents

alreadly stored in the Docu-
Class system, and prints or
electronicaily distributes
documents using email or fax
gateway,

DocuClass COLD/ERM
integrates transparently with
alf DocuClass components,
Users can search and retrieve
documents generated by
COLD/ERM through Docu-
Class’ Full Access Client, Web
Client, or Application
Connector. They can also
access these documents from
any other application utilizing
the DocuClass AP, export
and distribute thern to CD or
DVD using DocuClass’ Expost
to Media Libraries compo-
nent, or process them in
DocuClass” Workflow.

Design Document Layouts:
Users can design templates for
different document types and
define final document fayouts.

Map Spooler File Elements To
Templates: Users can map any
part of a spooler text file to a
template and define the rufes
to populate the data within

© 2009 Cima Software Corp. Alf rights reserved,

each field.

Define Document Attributes:
Choose the keywords for
COLD/ERM to automatically
update and optionaity add
rules to update one or more
related documents.

Capture, Print, Email And
Store: Automatically capture
any number and type of
docurment, print or email
them in their final format, and
store them in the DocuClass
system along with their
associated information.

FEATURES

DocuClass COLD/ERM
generates, on the fly,

electronic documents using
the contents of ASCI spooler
files. Instead of simply apply-
ing cosmetic changes to the
original structure of the file,
such as overlaying texton a
background image, users have
the freedom and flexibitity

(Continued on next page)



FEATURES CONTINUED

to reclesign and reformat the
contenis of the entire docu-
ment, providing full control of
the final document appear-
ance.

With standard Adobe or
third-party tools, users can
create PDF templates that
contain layout objects and
form fields that serve as data
placeholders. COLD/ERM can
then populate these templates
with the data it extracts from
the spool files and store the
final documents as either PDF
or TIFF files.

DocuClass COLD/ERM
enables users to map specific
parts of the spooler file to the
placeholders of the proper
template. If needed, users may
apply scripting rules and store
the results in the electronic
document. COLD/ERM can
dynamically identify and

separate multiple documents
contained in the same spooler
file by using text patterns,
fixed number of pages, or by
rnonitoring a value that
changes in the spooler file,
such as a purchase order
number. COLD/ERM auto-
matically extracts keywords
from the spooler data, with or
without optional scripting. It
can also dynamically identify
and update related docu-
menis. For example, when
COLD/ERM creates a “check”
document, it can automati-
cally update all the check
number keywords for all the
related purchase orders and
vendor invoices.

SAMPLE APFPLICATIONS
Records Management Policies
Users can retrieve and inde-
pendently view documents

with the application and the
harcdware platform that

© 2009 Cima Software Corp. All rights reserved.

ocuClass’

created them.
Purchase Management

Generate and distribute
purchase orders automatically

Invoice Management

Generate and distribute
invoices automatically

Check Management

Automatically generate and
send checks

Financial Report Management

Automatically generate and
store financial reports

Statement Management

Automatically generate,
cistribute, and store state-
ments

Accounis Payable

Workflow management for
Accounts Payable

MORE INFORMATION

To tearn more about Docu-
Class Workflow or other
DocuClass capabilities,
contact your local DocuClass
sales representative, visit
www.docuclass.com or email
info@docuclass.com.
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DocuClass WEB Component

DocuClass WEB is the designed to
provide access to the DocuClass system
from “thin” browser based clients over
Intranet, Extranet and/or Internet
environments.. it consist of a DocuClass
Document Server, deployed in MS
Windows environment, running
APACHE or 115 WEB server. Users can
access the Document Server with any
web browser {MS Internet Explorer,
Firefox, Google Chrome, Apple Safari,
Opera) from any workstation

DocuClass WEB
Component utilizes the
latest WEB 2
technologies, using
AJAX to communicate
with Document Server
and offering
consistency across
browsers and very
friendly (windows like)
user interface. User
interface is also similar
to the Desktop
components interface.

WEB Security Features:

DocuClass WEB Component can
be used over a secure
infrastructure environment
(using HTTPS if needed), but it
also incorporates additional
security settings, like:

sTemporary repositories any
time a user is requesting a
document. This way no physical
access to documents repository
is allowed to WEB users,

+ Allows administrator to define which
users can work with the WEB component

» Option to limit the IP address used by
the user accessing the system. This way
internal users may access the systern over
the intranet, but they are blocked from
gaining access to the Document Server
from their home or any other external
location.

» WEB users can be authenticated using
Active Directory or LDAP

+Alf users actions and permissions are
controlled by security policies and are
audited and tracked by the DocuClass Audit

User interface Features:

Users can browse document groups and
types, query and retrieve documents,
view TIFF documents using internal (JAVA
based) TIFF viewer, or default installed
viewers for other types (PDF, MS Office,
etc), select documents and send as
attachments with email, print or
download documents, submit and update
e-forms, upload documents, change
indexing information, etc

© 2010 Cinna Software Corp. All rights reserved,




Connectivity Diagram:
DocuClass WEB Components

Internet Users

Intranet Users

Firewall

OLEDB
Virtual Directories (115)
Aliases (APACHE)
DocuClass
DocuClass WEB %vape!:,catlon
Database
DocuClass
Document
Repository

Architecture Highlights:

1. All WEB Components are connected with DocuClass WEB
Server using only HTPP or HTTPS protocol

2. No other port than the default HTTP or HTTPS port should be
open

3. No WEB Component communicates directly with DocuClass
Database or DocuClass File Repository

4. DocuClass WEB Server communicates on behalf of DocuClass
WEB Clients with DocuClass Database Server using OLEDB
connections over the LAN |

5. DocuClass WEB Server communicates on behalf of DocuClass
WEB Clients with DocuClass File Repository using Virtual
Directories (IIS) or Aliases (APACHE)

© 2010 Clma Software Corperation. All rights reserved.
Civa Software and DocuClass are rademarks of Cima Software Corporation.
A other trademarks are the property of their respective hoiders.
DocuClass products may be available in different fcensing canfigurations and bundles in different countries,
Due to ongoing product development, product specifications and capabiliies are subject to change without notice.
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Introduction
DocuClass is an extremely powerful
Document Management and
Workflow Automation Systermn,
allowing companies and organiza-
tions to streamline their business
process and control the life cycle of
their documents. In order to adapt
DocuClass to each organization's
specific hierarchy and security
policies, DocuClass offers an easy to
implement and maintain -but still
in every detail configurabie-
security system, controlting the
permissions and the authorizations
of each user. Using this system, the
DocuClass Administrator may
define what each user is allowed to
do using the system. This
document describes briefly this
system and it is intended to be
used by Administrators wanting to
know more about DocuClass'™User
Authorizations and

Permissions” management, This
document describes the security
system available at DocuClass
versions built after December 1st,
2006.

Basic Entities
The DocuClass Security System is
buik on the following basic entities:

User; A specific named
person or agent {service,
3rd party program) that
can use the Docullass
System

Document Type: A set of
documents of identical
type, sharing the same
keyword fields

Security Policy:

A collection of actions
allowed to being executed
©n one or more
documents

Usergroup: A team of users
that shares the same
permissions or
authorization to use a
specific DocuClass
component or to apply &
set of actions to the
documents

Security Keyword: A
DocuClass keyword used

to limit further access to
specific documents based
on the security keyword
value of each document

Security Group: A set of
Security Keywords with
their values

Workflow Role: An organizational
role that a user can play within a
workflow context, allowing him to
execute specific workflow
commands or access documents at
specific workflow queues

Users, Usergroups, Document
Types, and Security Policies

Each “Usergroup” is related to every
“Document Type” using one and
only one“Security Policy”, Since the
Security Policy defines in detail the
set of actions alfowed to be
performed on each document, this
relationship actually defines

what each Usergroup member
{user) is aflowed to do on every
document of that specific
document Type. '

Usetgraup 1

Any user can belong to one or more
Usergroups. The "Administrator”is a
user with permissions to perform
any task in the DocuClass system,
otherwise user permissions are
controlled for every document type
from the security policies
connected to this type and the
Usergroup(s) where the user
belongs.

In the case where the DocuClass
system evaluates user permissions
to decide if a user is allowed to do’
something or not, it actually
itemizes alf the Usergroups this user
belongs to and tries to find at least
onhe Usergroup connected with a
Security Policy permitting this
action, Therefore following this
“optimistic” approach,

the DocuClass system resolves any -
contflicts that may happen dueto
contradictory permissions of the
Usergroups the user belongs to.

User

Usergroup 1 Lategroup

A practical example: User X belongs
to Usergroups 1,2, & N. Usergroup 1
is connected to Document Type
with Security Policy A and
Usergroup 2 is connected to
Document Type A with Security
Policy B,

Security Policy A denies changing
document keywords, but Security
Policy B allows this action. When
this user attempts to change the
keywords of a document from

Document Type A, the system will:

a. ltemize all the Usergroups User X
belongs to,

b. Retrieve the related Security
Policy for Usergroup 1 {Policy A)
and identify that according to this
policy
User X is not allowed to change this
document’s keywords.

¢. Retrieve the related Security
Policy for the next

Usergroup (Usergroup 2) and
identify that Security Policy 2
permits to change document
keywords.

As a result, the system will allow
User X to change

document keywords.

This new feature of DocuClass-
allowing a User to belong to more
than one Usergroup - was devel-
oped to simplify the setup and
maintenance of the security
scheme in complex organizational
and security environments.

(Continued on next page)
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The DocuClass Administrator may
define Usergroups for very specific
actions and grant to the usera
“super set” of actlons by assigning
him/her to several Usergroups.

Users, Usergroup, and DocuClass
Keywords

So far we saw that Usergroups are
used to:

a. Control the DocuClass Compo-
nentis users are alfowed to fog into
b. Set and control the actions that
users can perform on documents
of each individual Document Type,

Additionally, Usergroups can be
used to define user permissions on
the “keyword level”. The DocuClass
Administrator may define one of
the following attributes for each
Usergroup (thus for each member
of this group) and for each
keyword:

a. Hidden

b. View

¢ View and Edit

If a keyword Is "hidden”for a
Usergroup, members of this group
cannot view the keyword and its
associated value. With the *View"
permission, Usergroup members
can view the keyword and the
value, but cannot change it (even
if the security policy allows
keyward editing). The "View and
Edit” permission allows Usergroup
members to change keyword
values-if at the same time this
action is allowed through the
security policy applied 1o the
specific Usergroup and Document
Type.

Usergroup and Keyword restric-
tions are applied on top of
Lisergroups and Security Policies.
Conflicts between permissions are
resolved again with an “optimistic’
approach.

For exampie, a user may “view"a
keyword if he belongstoa
Usergroup that has permission to
view documents of this type and
the attribute "view” or “view &
edit” for that particular keyword. A
user may “change”a keyword if he
belongs to a Usergroup allowing

changing document keywords of
this type and this Usergroup
defines the attribute “view & edit”
for that particular keyword.

Users and Security Groups
Security Groups are sets of
DocuClass Keywords along with
their associated security values.
Fach DocuClass user may belong
to one and only one Security
Group, but each Security Group
may contain more than one
security keywords.

Security Groups are used 1o limit
user access based on the “Docu-
ment Context”on top of the
permissions allowing access to
document types. Therefore,
DocuClass users can share the
same permissions for a particular
Document Type (they could
belong to the same Usergroup)
but they will access different
documenis of this Document Type
based on the values of the security
keywords for each document,

As an example, we define as
security keyword the DocuClass
keyword "department”. The we
define two different sacurity
groups, one names “finandcial’,
where “department” ="financial’,
and a second one named
"purchases” where
“department”="purchases". f user
A and user B both have access to
Document Type "PO"but user A
belongs to Security Group
"financial” and user B belongs to
Security Group "purchases”, User A
may access only the "PO" type
documents with keyword
“department”="financial” and user
B can access only the"PO" type

documents with keyword
"departmert”="purchases’.

Security
Group *=

3, P
SecuﬁAcurity
Keyword Keyword

A Security Group may centain
the same security keyword more
than once, as well as additional
security keywords.

For example, a Security Group
has the following security
keywords:

DEPARTMENT = FINANCIAL
DEPARTMENT = PURCHASES
OFFICE =HQ

A user that belongs to that

Security Group will be allowed
to access only the documents
with the keywords his group is
assigned to:

{DEPARTMENT = FINANCQAL or
DEPARTMENT = PURCHASES}
and OFFICE=HQ

Therefore, the system requires
that a document needs to satisfy
at least one security value for
each security keyword, to alfow
a"Security Group” controtlted
user to access this document,

Waorkflow Roles

Workflow Roles are organiza-
tional roles used in the Docu-
Class Workflow Queue, the
Administrator may define the
“workfiow commands” that are
available to each role, as well as
the permissions to access of not
the documents placed at each
particular Workflow Queue.
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Allegheny Intermediate Unit

With a workforce of 2,200
employees across 80 sites in
Allegheny County, Pennsylva-
nia, the Allegheny Intermedi-
ate Unit (AIU) is a branch of
the Pennsylvania Department
of Education that houses 130
distinct programs and
provides a myriad of educa-
tional services to 42 suburban
scheol districts.

BUSINESS CHALLENGES

AlL} employees were
frustrated. Although they
spent hundreds of hours
processing invoices and
purchase orders, staff found it
difficult to retrieve important
financial records, and original
documents were being
misplaced. Employees often
resorted to storing duplicate
records at their own desks.
Too much time and effort was
expended in an attempt to
manage the agency’s docu-
ments.

The goals of AlU were to
automate document work-
flows and implement
electronic storage and

retrieval of documents.
initially chosen because of its
affordability and functionality,
DocuClass helped the AlU
develop efficient business
processes. DocuClass engi-
neers studied the agency’s
document flows and a pilot
project was initiated in the
AlU's Alternative Education
program.,

ALTERNATIVE EDUCATION

A complex program with
several funding sources and
ten separate sites, the Alterna-
tive Education Program was in
great need of a document
solution. Because of the
constant shift in student
population, staff members
were spending too much time
copying, faxing and mailing
documents, such as evalua-
tions and transcripts, to
schools and other third party
entities. Student files were
not centralized, and accessing
important student data was a
time-consuming process.

With the help of DocuClass,

authorized employees now
instantaneously access student

@ 2009 Cima Software Corp. All rights reserved.

“DocuClass is intuitive, user
friendly, and offers a single
solution for our diverse needs,
from student records manage-
ment to enhancing business
processes.”

— Debbie Stella,

Assistant Director of Finance,
Allegheny Intermediate Unit

document files from a secure
central database, selecting
and sharing portions of files as
needed. Using a fully auto-
mated scanning process with
indexing barcodes, they add
new student documents into
the system. DocuClass has
greatly reduced the possibility
of human error.

ACCOUNTS PAYABLE

With its success in the Alter-
native Education Program, the
DocuClass pilot project
expanded into the AlU's
Accounts Payable department.
Responsible for managing 130
programs, each with unique
coding requirements, employ-
ees in Accounts Payable often
had difficulty identifying
ordinary invoices for each
program. Approved
purchases and checks some-
times could not be linked, and
the process of document
retrieval was time-consuming.

(Continued on next page)




— Debbie Stelia,

“We have been working with DocuClass just
over a year. During this time we have greatly
improved two interal processes and are
looking forward to significant improvements in
other business applications. DocuClass staff
has proven to be dedicated, diligent and
thorough during alt phases of the project, from
design through implementation and training.”

Assistant Director of Finance,
Allegheny intermediate Unit -

The department wanted to
monitor its entire invoice
approval process and auto-
mate its document flow. Any
solution, however, had to
integrate with existing
business applications.

Since its implementation,
DocuClass now captures
financial data from a spool file
pgenerated by an AlU business
application, white DocuClass’
COLD process automatically
generates print-ready PDF
purchase orders and checks,
populating them with the
appropriate financial data.
DocuClass Workflow man-
ages the necessary batch
printing and emaiting while
autornatically routing invoices
to corresponding programs for
approval, DocuClass also
automatically updates the
corresponding invoices and
purchase orders, issues
notifications, and handles
exceptions as the documents
progress through the Work-
flow. All documents are how
stored securely where autho-

rized employees can easily
access them.

FUTURE EXPANSION

The AlU plans to extend
DocuClass into additional
departments, including
Human Resources. Docu-
Class will be used to stream-
line the large amount of
paperwork associated with the
hiring process by organizing
all required documentation
and finking all related files.
The goal will be to reduce the
time from hiring request to
position fulfiliment by elimi-
nating redundancies, bottle-
necks and unnecessary
manual work.

Using DocuClass, the AlU
also plans to manage mainte-
nance and facility work orders
at the agency’s 80 sites
located throughout Allegheny
County. Using a website
form, users will submit
facilities requests. DocuClass
will route emergency requests
directly to the facilities

© 2009 Gima Sofware Carp. All tights reserved.

coordinator, who will dispatch
resources to fix the problems,
while non-emergency requests
will go to the program direc-
tor for cost approval, Docu-
Class will preserve cost
information for annual
program reviews and all
payments will be tied to the
Accounts Payable system.

RETURN ON INVESTMENT

DocuClass greatly reduced
the amount of staff time
needed to process documents.
Documents now move
through approval processes
searmlessly. Departments
know who approves specific
documents and when because
all information is recorded
electronically. With the push
of a button, DocuClass places
all the required financial data
directly into the appropriate
documents, efiminating
manual data entry. Miscom-
munication has also been
minimized because staff can
share and communicate
documents instantaneously
and automatically, and the use
of filing cabinets has
decreased dramatically.



*Once we saw whal
DocuClass’ workflows
. could do, we wanted
" to spread them to all
our departments.”

"DocuClass has helped us to grow our business and improve
customer satisfaction.”
— Dana Hawkins, IT Director, Ventana USA

THE SOLUTION

Ventana USA
COoMPANY PROFILE

Ventana USA® is a market-
leading expert in the art and
engineering of custom vinyl
profile bending and fabricat-
ing of architectural shapes for
window manufacturers, in
traditional or special geomet-
ric shapes, styled to fit any
design concept. As its markets
expanded, so did the com-
pany. In 1993, it moved into
its current manufacturing
plant in Export, PA. Since
then, it has enlarged that
facility and acquired another
in the same industrial park for
a combined total of 70,000
square feet, In 2000 it
expanded into the rapidly-
growing Fence, Deck and
Railing (FDR) market, offering
a wide array of bent and
routed shapes.

THE PROBLEM

The first problem Ventana
USA encountered with respect
to managing documents was
insufficient storage space. It
maintained a whole mezza-
nine floor full of boxed
documents for servicing

customers, verifying warran-
ties, and saving invoices for
the IRS. Whenever a Ventana
employee needed a particular
document, they would climb
to the documents floor and
dig through dusty boxes until
they found it. Eventually
Ventana simply ran out of
document storage space.

Searching manually for orders
and instructions also resulted
in slower customer response
times. Pocuments were
sometimes lost or misfiled,
and there was an increased
chance of errors in ordering,
payment, manufacturing,
shipping and billing.

Ventana also hired some
consultants to analyze and
improve the efficiency of their
business processes. One of
the most important conclu-
siohs they made was with
respect to the amount of time
wasted by handling paper.
The same documents were
being walked through many
offices and passed through
many hands

@ 2009 Cima Software Corp. Alf rights reserved.

Ventana decided to improve
their business processes,
beginning with the way they
handled and processed
documents, Their initial
objectives were;

+ Increase customer satisfac-
tion by reducing the time it
takes to find their files
Make documents accessible
from multiple locations
Keep all related documents
together

Reduce costs by moving
documents to electronic
format

Ensure document security
Track changes, updates, and
status

&
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Initially Ventana’s document
management system consisted
solely of scanning, archiving
and retrieval. They scanned
all of their paperwork into the
system and began handling
their documents electroni-
cally.

After receiving the study
resuits from their efficiency
consultants, they decided to
implement automated docu-
ment workflows,

{Continued on next page)



Ventana simply ran out of
document storage space.

CUSTOMER SERVICE

In the past, the fax machine
woulid print the orders and
someohe would pick them up
and walk them to the appro-
priate persons in the Customer
Service Department. Customer
Service Representatives {CSRs)
would enter the orders, print
thern, and manually fax
individual order acknowl-
edgements back to the
customers. Now DocuClass is
directly integrated with the fax
system, pulling them in, and
routing them to a workflow
queue for the C5Rs. Docu-
Class also automatically faxes
order acknowledgements to
customers as the CSRs process
them.

FABRICATION

In their original paper-based
system, the CSRs walked the
printed orders to the various
departments for fabrication,
cften with verbal instructions
or handwritten notes that
were sometimes overlooked,
misplaced, lost, or misunder-
stood. The Fabrication
Departments had to dig
through piles of paperwork to
decide which ones they

needed. DocuClass is now
integrated with the orders
system, capturing the orders
through its COLD/ERM
Module. Using the order
numbers as keywords, Docu-
Class links the orders to their
corresponding original faxes,
along with any notes or
special instructions, and
routes them to Fabrication.
Fabrication no longer searches
through stacks of paper to
decide which pages they
need, and special customer
instructions are permanently
documented in the system for
future reference and always
remain attached to their
respective orders.

SHIPPING & INVOICING

Ventana used DocuClass to
automate the Shipping and
Invoicing Departments. In the
past, someone had to manu-
ally walk the orders to
shipping, write tracking
numbers and shipping infor-
mation onh them, perhaps give
some verbal instructions, and
walk the order back to
sormeone in the Invoicing
Department, who would enter
it into the inveoicing system.
Now, once fabrication is
completed, DocuClass rottes
the order to someone in the
Shipping Department who
pulls it from the queue,
examines the order, and enters
the shipping information.
DocuClass then automatically
routes the appropriate com-
pleted documents to the
invoicing Department’s
queue. The DocuClass
Workflow module also
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ocuClass

handies the tracking and
routing of partial shipment
orders back through the
shipping and invoicing
phases, as many times as
necessary, untit the orders are
complete,

HuMAN RESOURCES

Ventana also implemented
DocuClass in Human
Resources to keep track of
employee information, It
handles the scanning, classify-
ing, autornatic indexing and
validating of employee data
files. Human Resources now
can easily access employee
information by keywords,
while keeping that informa-
tion secure from unauthorized
users.

COMMUNICATION

Ventana improved the coordi-
nation between its two
facilities by using DocuClass.
In the past, the Accounting
Department was in a different
building and could not access
ali of the paperwork they
needed. The Fence/Deck/
Railing Department was also
split between two buildings
but employees of both needed
access to many of the same
documents. Now, any Docu-
Class user, in any building is
able to instantly access any
other document in the system
for which they have authori-
zation.

(Continued on next page)



original and expanded facilities.

RESULTS BY
DEPARTMENT

Customer Service/Accounts
Receivable: Automatic
capturing of order faxes,
pulling order acknowledge-
ments in through COLD, and
faxing them back to the
customer

Human Rescurces: Scanning,
auto indexing and data
validating employee files

e Instant access to employee
files by number, document
type, or other keywords

» High document security

» Keeps track of job changes,
status, evaluations,
furnovers, etc.

¢ Better and faster customer
service

s Documents are accessible
in both buildings

Fabrication: Automated
workflow queues

e Fewer human errors com-
municating custom orders

= Faster processing

» Better facilities coordination

Shipping: Automated work-
flows, generation of shipping
documents, and iterative
communication with invoic-
ing for partial shipments

e Faster processing

¢ Fewer human errors

e Better coordination of
partial shipments
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DocuClass eased comminications between the

SUMMARY

Using DocuClass, Ventana has
been able to reduce costs and
increase customer satisfaction

by:

 Regaining the substantial
amount of office space
formerly used for paper
documents
Increasing the efficiency of
their business processes by
using the Workflow module
¢ Increasing the efficiency of
existing personnel by
eliminating manual paper-
work
e Improving customer
response times
Reducing errors in dealing
with customers by preserv-
ing all communications with
them
* Accessing documentation
from multiple locations
¢ Keeping all related docu-
mentation together
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