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Your secure, centralised and searchable
Document Management Solution
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Starting from the past, paper documents are a huge part of our lives. Take a
walk around your business and is your staff still knee-deep in piles of paper?
Or is your storage room still overflowing with the smell of staples, clips,
paper and ink?

If so, our easy to use and cost-effective document management solution is the
way you go. Say goodbye to time consuming searching, information lost,
excessive storage cost and from now on, let your valuable assets benefit
your business!
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How DocumanLink can help? Q}

As we know, there are many document management systems offering similar
functionality on the marketplace. If so, what is the reason of choosing
DocumanLink? In fact, that is the user-friendliness makes DocumanLink
stand out from the crowd.

DocumanLink offers a comprehensive yet simple to use document
management system, enabling you to effectively manage your documents
from hardcopy to email and seamlessly share your documents in and out of
organization through a single common platform. Starting from today, ditch
the piles of paper and master your documents from start to end at your
fingertip!
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Capturing
B FEEY

Document Scanning
XI5
Easily convert all of your documents and images into the desired document format.
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Electronic Filing & Importing

BT XHEA

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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Email Filing via Workflow
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When integrate with workflow solution, email messages and attachments can be imported
together or separately to capture a record of email communications.
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Server Electronic Document Email Scanner Fax
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Document Recognition
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Full Text Optical Character Recognition (OCR)
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Text All scanned documents can be converted to text with over 50 diverse languages supported for
L ] character recognition, such as English, Chinese, Japanese and Spanish.
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Barcode Recognition
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"mm‘m’lﬂ W Apply barcode to split batch scanned documents into different folders with corresponding index
value. Multiple barcodes can also be generated on the same page populating multiple data fields.
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Indexing
B =5

Document Type

XA

Documents sharing the same attributes are located under the same document type with self-defined
indexing field.
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Document Indexing
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Document index can be flexibly designed for each document type, serving as the unique document
identifier for searching. System can retrieve and validate the corresponding index values and locate
documents from database.
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I How exactly Document Type and Index can help you?
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L B Supplier Code

LN Supplier Name

( B User ID fﬁﬁ%?ﬁ’%

[} Project Code 18 B 4R

' ¥ Site Code T ith4msE

Purchase Order 4l Contractor Code R AR
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In DocumanLink, you just need ONE index to find the document you want.
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I am looking for the document which | need to handle.

RERMECBEREBNXL © 4 [N \T LN
=

User ID cdiEr A © $ @l ¥l A

Contractor Name EtTEESL Y © /._ /.T /.\ yA

‘ I am looking for all of the documents related to a specific contractor.
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I Storage
Bl 77

- Document Relation
U BB S A
Link related documents across folders, allowing users to quickly view a list of all related documents

A . with minimal clicks.
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Versioning Control

Modifications on identical document are saved version by version for later retrieval and review.
— Documents can be rolled back to previous versions or a specific point of time as needed.
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Document Encryption
X0
All documents are encrypted to protect sensitive information and avoid unauthorized access.

FrEX R BB RN RE - HABSEEFEASIMINE

Document Retention
X RE
Define the retention period and archive schedules for selected documents and folders.
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Data Housekeeping
HiREMEE

Regularly archive the aging documents or inactive database record to secondary storage for
performance optimization.
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Searching
Bius

Quick Search
RIREL =

Perform a quick word search across all documents with the easy access search box.
Bookmarks can be added to save commonly used searching criterion.
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Advanced Search

EERES

Limit your search to specific document type, date range and document size to retrieve documents
precisely.
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View
> Bl

Document List

XAEFFE

Flexibly switch between normal, thumbnail, detail and Cover Flow views to browse documents
as needed.
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Universal Viewer
B AR s

A wide range of document and image formats are supported in our universal viewer, allowing users
to access, view, manipulate and print documents without switching between applications.
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Split View
AT N

Split the document window horizontally into two panes, facilitating the navigation and comparison
between multiple documents at a time.
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Sharing
B5=

Shared Link
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' By creating a shared link,you can give your coworkers and friends view-only access to files in
|n your repository. The expiry date and amendment right can be customized as required.
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Integration with workflow system

RTERERRES

Process control on document can be enhanced with workflow system for document approval and
status monitoring.

BRETERERRES  E—T IR AAIE R

Security
B RZ

Access Right Control
FFEURE R 2

Based on various levels of authorization, permission right can be set individually, at a group level or
even on a document level. Access right can be defined as Read, Download, Modify, Delete, Index,

Print and Annotate.

FF ~ BESVERIS AR E MR R RBREIRETE - BIANSARER & ~ B3 - Mtk » RERSI
FIEN R INAGERES ©

Access Log
FENGC 8%

= All document histories and user activities are automatically logged in the access log for reporting or
compliance purposes.
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Audit Trail
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All document history and user activities are automatically logged in the audit trail. Document log details
can be exported for reporting or compliance purposes.
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Print & Save Control

I EN R A B el

Disable print or save function to protect sensitive information from being disclosed.
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Processor: Intel Xeon E5 series 3.5 GHz (6 core or above)
RAM: 32GB RAM or above

Operating System: Microsoft Windows Server 2014, 2016 or 2019
Database™: Microsoft SQL Server 2014, 2016 or 2019

Prerequisite Components: +Microsoft .NET Framework 3.5 with Service Pack 1

+Microsoft Message Queuing Service
+Internet Information Services (lIS) 7.5 Oor above
(Included in Windows Server Already)

Client (Web Access User) Platform: Windows @

Processor: Intel i3 or above

RAM: 4.0 GB Free RAM or above
Operating System: Microsoft Windows 8 /10
Web Browser: Google Chrome

Microsoft Edge

Client (Web Access User) Platform: Mac OS ®

Processor: Intel i3 or above

4.0 GB Free RAM or above
RAM:

. Apple Mac OS 10.12 or above
Operating System:

Google Chrome
Safari

Web Browser:




"Our experience
supports our quality”

Organize your files and
folders with
DocumanLink

Contact Us

(852) 3950 6350

info@FlexWorkflow.com 0 Flex\/\Vorkflow

‘ https://www.FlexWorkflow.com
@ FlexSystem Limited

Block A 4/F Eastern Sea Industrial Building
29-39 Kwai Cheong Road Kwai Chung

New Territories Hong Kong
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—— A member of FlexSystem Group
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