where document management begins

ScanPoint, Inc.

Turnkey Solutions For The
“Paperless” Workplace
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The Digital Dilemma

Overload of information

— Fallout of documents
» Taxes information systems, printers & file cabinets

— Most documents end up on paper

« 1.5 trillion pages printed annually in USA
— 500% increase since 1984

— Documents claim up to 60% of office worker’s time and
account for up to 45% of labor costs.

— 85% of documents are never retrieved, 50% are duplicates
and 60% are obsolete.




ScanPoint Company Background

About Us

— Based in New Hampshire
— International Company-US and Canada

e Product Line

— EasyFile

— EasyFiler

— Desktop Mailman
e ScanSmart

— Document conversions for paper documents, Canofile,
Laserfische and DocStar
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ScanPoint - Our Mission

Mission statement:

With our customers’ commitment to improved
productivity and quality, assist them in
understanding a strategic imaging vision, and
provide tailored, cost-effective solutions that
precisely meet their needs.




The File Cabinet History
e Yesterday

- Collect all important documents and store in

filing cabinets

e Today

- Acquire data from virtually any source

— Paper documents

— Electronic documents in native format

— Spreadsheet, fax, digital image, sound, multimedia, etc.
- Distribute data to virtually any destination

— Fax

— Printer

— Email

— Web




What Is a Document Management System?

Basic Document Management functions:
— Scan: Convert documents to iImages
— Index: Associate basic information with images
— Store: Save In a reliable repository
— Retrieve: View/print/email/fax desired documents

— Archive: Guarantee future access to documents &
safeguard them for Disaster Control
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EasyFile
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Document File Input Methods

e Scan
Paper converted to digital image

e Add Electronic Files

— Electronic files maintained in their native format
— Spreadsheet, fax digital image, sound, multi-media, etc.
— Unalterable; suitable for archiving purposes
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Indexing Methods

Should support different ways to organize information
- Index fields
— Customized templates
— Pull-down boxes
— Automated tools
- Full text search
— Requires OCR software if scanning documents
— Allows retrieval based on any text
- Folder / File structure
— Patterned after traditional file cabinet systems
— Eases transition from paper to electronic filing




Document Retrieval

Maximum search efficiency demands an intelligent search system

- Can combine multiple search methods into one
all-inclusive search
- Allows wildcard retrieval
— ? single character replaced
— % any number of characters replaced
- Allows for “fuzzy” logic searches
— Compensates for misspelled words
- Proximity searches
— Words in same sentence, paragraph, etc.
— Allows narrowing of search results
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EasyFile — Key Features

o Accessibility
Digital documents in standards-based format
Browser access works on all computers
Multiple users can access documents at once
Users can be anywhere on Intranet or Internet

— FAST!

o Security
— You decide who can view and modify documents
— Logging feature monitors document activity history
— DigiKey Security ensures document integrity




EasyFile — Key Features (more!)

Options

Keyword index
— Familiar file cabinet metaphor
— Automated Zone indexing for batch filing
Full-text search
— Search in scanned documents using OCR
Auto Indexing
— Automated Zone OCR indexing for batch filing
CDFiler
— Burn documents onto CD and installs version of viewer
on CD




EasyFile — Key Features (more!)

Options
« Auto Indexing
— Automated Zone OCR indexing for batch filing

 Full-text search
— Search in scanned documents using OCR

e CDFliler

— Burn documents onto CD and installs version of viewer
on CD
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Scanning with EasyFile

The result:
— Easy learning curve — minimal training required

— Simple input of new documents and adding to
pre-existing documents
— Fast and secure access to documents

* Via Web Browser (no special software needed)
 Ability to limit individual user privileges
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EasyFile — Best of Breed

Open/Standards-based solution:
o Compatible with all Canon “I”” Series
coplers
Works with any TWAIN-compatible
scanner

No extra software required to view documents
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Anyone you know ?

Thank Youl!
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