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FlexWorkflow, a member of FlexSystem Group, is a leading enterprise solution provider

FIexWorkfI ow engaged in software development, project implementation and consultation of workflow
solution, Business Process Management solution and Document Management solution
in Hong Kong, PRC and the Asian countries.
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Why Document Management System?
XA EERAUCNHEBHE ?

Paper documents have long been the huge part of our daily business. Take a walk
around your office and is your staff still knee-deep in piles of paper? Or is the storage
room overflowing with the smell of staples, clips, paper and ink?

If so, our easy to use and cost-effective document management solution, FlexDoc
is the way you go. Say goodbye to time consuming searching, information lost,
excessive storage cost and from now on, let's green your business by minimizing the
consumption of paper!
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Why FlexDoc?
S10iE M FlexDoc?

FlexDoc offers a comprehensive yet user-friendly document management system that
helps effectively manage internal and external documents through our online
collaborative platform. Based on a user-defined topic, the specified parties can discuss
about related documents through online chat to facilitate timely communication and
exchange of information.

Starting from today, keep your employees engaged!
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Files in the specified folders and

emails with attachments can be
imported.
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Scheduler Electronic Document Server
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Scheduler Electronic Document
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File import scheduler allows you to
specify that certain import operations
should occur automatically at some
regular interval.
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Electronic documents can be flexibly
imported under the import menu or being
dragged and dropped into the document
cabinets to ease the filing process.
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Collaborating %

Collaboration and Consolidation BZFEES

Users can create a topic and add the related persons to discuss about the documents.
System will create a chat room for real-time collaboration and notifications will be sent to the
corresponding users whenever new messages are received.

Tags and Comments XHEHERHFE

Documents can be flexibly tagged and commented. Users can search through document name
and paths, as well as tags and comments.
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» Versioning Control frRE3E <

Modifications on identical document are saved version by version for later retrieval and

review. Documents can be reverted back to previous versions or a specific point of
time as needed.
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» Document Encryption SXFINE: ¢

All documents are encrypted to protect sensitive information and avoid unauthorized access.
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Searching res

. Perform a quick word search across all documents with the easy access
leckESearch search box.
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Limit your search to specific document type, date range and document size
Advarged Search to retrieve documents precisely.
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View 38

Document Viewer NGRS

A wide range of document and image formats are supported in our document viewer, allowing
users to access, view, manipulate and print documents without switching between applications.
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Shared Link 23FE#

By creating a shared link, you can give your coworkers and friends view-only access to files
in your repository.
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Integration with other systems EHERFEES

Process control on document can be enhanced with other systems for document management
and collaboration.
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Access Right Control Access Log
TFHNREBRIZ TFENGCBR
Based on various levels of authorization, All document history and user activities are
permission right can be set at a security automatically logged in the access log for
group level with certain permission scope. reporting or compliance purposes.

Access right can be defined as Read,
Download, Modify and Delete etc.
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