




DOCUMENT MANAGER STANDARD FUNCTIONS BENEFITS

Servers Link Document Manager Servers to provide secure 
document visibility across organization

Independently manage each database location to minimize 
network traf�c

Databases Control document servers and databases down to the 
user level

Manage access on demand

Set up each Document Manager Server with single or multiple 
databases to enforce document security.  For example, set up 
HR as a stand-alone database

Enforce and maintain company security policies quickly and 
automatically 

Drawers De�ne folder and document indices at drawer level

Enforce folder and document security through pro�les 
and document action

Publish and control type of access to drawers, folders 
and documents

De�ne visibility of data down to annotation level

Apply document type rules at Drawer level

Store and retrieve related documents quickly and securely

Manage access at the group level (i.e. Accts Payable) and/or 
action (such as update access but not delete)

Centrally manage access to documents whether on-demand 
via web access or directly from DM

Strengthen security by displaying only authorized documents 
(i.e. only HR sta� will see listing of HR documents)

Simplify the security of speci�c document types, such as 
Correspondence de�ned in HR would not be visible as 
Correspondence for Customer Service
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Document Manager captures and protects business data
Document Manager’s central document management and security access tools are standard.  
Bene�t immediately when implementing one department or enterprise wide.  Expand modules 
and licenses on demand, building on the solid foundation of the Document Manager suite of 
products.

Global, remote and secure access to vital information

London New York

Accounts Sales



DOCUMENT MANAGER STANDARD FUNCTIONS BENEFITS

Folders and Documents Enforce security by controlling access to folders and 
documents at user and group level

Manage privileges at individual level

Obtain visibility of documents

Store dynamic links

Capture emails and attachments

Create, store or import any type of application 
document

Import documents

Email document reference  

Only displays drawers, folders and documents that are 
authorized

Removes need to set up shares or email copies of files

Image Viewer enables thumbnail view of document along with 
capability to directly email, fax or print documents

Links to web sites or static web pages can be stored with 
related documents

Stores messages and attachments with related documents

Store documents in original format, such as spreadsheet and 
.pdf files

Drag and drop files directly into Document Manager

Minimize network traffic by providing link to access document 
instead of a physical copy

Document Types Define document type to reflect various security 
requirements

Manage storage rules

Control privileges and access to document types

Automate document compression

Define document types and access to address requirements 
such Sarbanes-Oxley and DOD

Improve access and reduce network traffic by storing 
documents where demand is greatest

Strengthen security through controlling access by document 
type and type of access (such as read, write, delete)

Balances network and storage requirements.  Can also ensure 
output quality/legal admissibility of documents
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DOCUMENT MANAGER STANDARD FUNCTIONS BENEFITS

Folder &
Document 
Searching

Quick, easy-to-use search tool

Search filters

Domain and index templates

Highlight full text search results

Saved search

Search prompts

Shared saved search

Quickly and securely displays authorized documents

Locate documents using search filters such as Contains, 
Greater Than or Equal to, Between, Starts with, Empty, Not 
Empty and more

Ensure documents are filed according to the domain (list) and 
with the correct index information

Using DM’s Indexer module (optional), document list results 
can be opened and search criteria highlighted (i.e. all instances 
of “Company ABC” are highlighted)

Save time by defining short cut keys to automate frequent 
search requests such as defining F3 to search for all invoices 
that need to be approved

Define saved searches with on-demand system parameters 
such as date/time, user name, etc.. For example, a saved 
search which looks at invoices can have an input parameter 
prompt of a customer name.

Allows common searches to be shared among individuals or 
groups

User Groups Control access at group level Securely define folders, documents, type of access and type 
of action.

Folder privileges:  create, delete, modify, modify access, view, 
audit

Document privileges:  check out, copy, copy reference, create, 
delete, email, export, export with indices, modify, modify 
access, move, open, open metadata, print, set read-only, undo 
any check out, view, view audit

Users Simplified administration Define privileges based on group membership.  Provides 
flexibility to move user between groups without compromising 
security.  DM automatically removes group privileges 
and assigns new privileges to user based on new group 
membership.

For example:  Joe is promoted from Support to Sales.  By 
changing group membership to Sales, privileges from Support 
are removed and Sales privileges are added.

Mobile Users Provide secure, on-demand access to key business 
information

DM’s Web module provides the same feature rich functionality 
via a secure web browser or CD Viewer

Import Module Import documents directly into Document Manager 
regardless of origin

Directly import documents and folders from other applications

API Integration Direct access to data from another application Provides single integrated method for Document Manager  to 
directly access existing systems

System 
Administration

Simple yet powerful UI to perform administration Intuitive tool ensures easy to maintain security.  Separate tool 
strengthens system security.
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SYSTEM

PURCHASING
SYSTEM

CUSTOMER
MANAGEMENT

SYSTEM

BROWSER
BASED

SYSTEMS

ALL OTHER
SYSTEMS AND
APPLICATIONS

DOCUMENT MANAGER DOCUMENT MANAGEMENT LAYER

DATABASE AND STORAGE LAYER

NETWORK INFRASTUCTURE

Link your existing systems
to related documents
managed by Document Manager

Centrally manage and
control documents
throughout the company

Existing systems databases
and storage locations for
Document Manager documents

Links workstations,
servers and sites

On line documentation 
access from your existing 
systems



DOCUMENT MANAGER OPTIONAL FUNCTIONS BENEFITS

Workflow Control which Users or Groups of Users can perform a workflow 
action, for example, to approve an invoice over a certain value.

Support distributed workflow using web browsers.

Notify the next person to perform a workflow action using an 
email or running Saved Searches using Document Manager or 
a web browser.

Use email references to notify the next person a workflow action 
is required. 

Report on workflow key performance indicators using Saved 
Searches.

Report on the status of a workflow at all time using Document 
Manager’s Auditing to provide real-time updates where each 
document is within a workflow process.

Capture information from sta  when they perform a workflow 
action.

Stamp documents automatically during a workflow process.

Removes traditional paper chase while ensuring the appropriate people 
receive documents instantly.

No need to install remote software, upgrade your existing IT 
infrastructure or networks. Document Manager manages the workflow 
process centrally while Document Manager Web provides remote 
workflow access using standard web browsers.

Documents are not lost and you retain total control over your business 
processes. Push documents through a workflow using your existing 
email system or pull them through using Saved Searches.

Avoids your network being saturated by emails and documents. A 
reference to a document is typically only 3KB in size. Removes the need 
to photocopy, distribute and store copies thereby improving document 
security.

Maintain constant visibility on each documents’ status within a workflow. 
For example ‘All invoices that are 20 days old and still awaiting to be 
approved’.

Ensures you maintain instant access to documents’ workflow history 
and current status. For example, Accounts Payable can check whether 
an invoice has been approved while on the phone with a supplier or 
whom the workflow is currently waiting on.

Ensures information you require is consistently provided, in the format 
required, when required. For example, obtain an approvers budget code 
when an invoice is approved.

Secures quick system acceptance by mimicking paper processes, 
for example stamp invoices when approved or rejected. Allows you 
to restrict access to the Document’s audit trail and also speeds up 
information dissemination by presenting a workflow status to a user. 
Requires Advanced Annotations.

Tailor Document Manager to address precise requirements

Document Manager has additional, optional modules to address advanced business 
requirements.  Additional explanation of the optional modules’ features and benefits can be 
found at www.document-logistix.com or the respective product literature.

If rejected
or held

Copies

Approved

DELIVERY
NOTE

PURCHASE
INVOICE

COMMUNIC-
ATION

DOCUMENTS

REMITTANCE
NOTE &
CHEQUE

PURCHASE
ORDER

Purchase Order

Delivery Note

Purchase Invoice

Related Documents

Remittance Note

ACCOUNTS
SYSTEM

ACCOUNTS
SYSTEM

ACCOUNTS
SYSTEM

TH
E

D
O

CU
M

EN
TS

TY
PI

CA
L 

PR
O

CE
SS

W
IT

H
O

U
T 

D
O

CU
M

EN
T 

M
A

N
A

G
ER

ST
RE

A
M

LI
N

ED
 P

RO
CE

SS
SU

PP
O

RT
ED

 B
Y 

D
O

CU
M

EN
T 

M
A

N
A

G
ER

No Paper Chase. Invoice approval
automatically managed through

On line audit maintains up-to-the

On line access to other order related

process

Accounts and other systems
automatically updated during

W
documents and process

BENEFITS
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DOCUMENT MANAGER OPTIONAL FUNCTIONS BENEFITS

Advanced
Annotations

Secure access tool

Annotation search

Redaction

Protractor and Ruler

Typed text and text stamp

Administration of standard and advanced annotations for even 
greater security

Delivers powerful search function at the annotation level.  

Sensitive data is literally hidden from unauthorized users

Documents and drawings can be checked prior to approval

Communicate key information in text or graphic format (i.e. 
Accepted and Paid)

Auditing Audit record

Monitor 

Proof

Provides instant, historical record of all transactions (who, 
when, location, action taken)

Select documents, folder or individual to be monitored for such 
concerns such as security, performance, etc.

Provide evidentiary proof for audit, regulatory, employee 
performance inquiries

Check-in / Check-out O -site access

Change control

Provides ability to work on documents o -site as well as single 
thread document updates

Version control is protected by checking out document.  When 
the document is checked in, the document can filed as the 
original or designated as a new version

Version Control Automate document version

Protect original document

Enables retention or original version and interactive copies of 
document

Designate document as ‘read-only’ to preserve original version

Screen Scrape
and Web Linking

Provide immediate access while working in another 
application

Adaptive search filters

On-demand access

Improves efficiency by enabling access to DM documents from 
anywhere in the organization from any application

Maintains link between folders and documents in systems with 
‘link’ data changes.  For example, a pension system displays 
a policy number with a changing suffix for each year.  Search 
filters remove the suffix prior to performing the search to 
retrieve the folder/document.

Enables immediate, secure access to documents directly from 
a web browser without installing client software.

Enhanced
Administration
Rights

 Decentralized drawer administration Permits a department or group to administer autonomous 
access to a specific folder, documents or permissions.  For 
example, HR maintains the security for the HR drawer, HR 
users and HR documents

Desktop
Scanning

De-centralized scanning

Distributed scanning

Batch scanning

Permits individuals to scan documents directly upon receipt 
instead of placing the document in their inbox.

Maximizes use of existing Multi-Functional Devices (MFD)/
copiers from anywhere in the organization

Enables the scanning of documents for future indexing.  Mail 
room sta  can scan incoming packing slips to be indexed by 
accounting sta .
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System Requirements

Document Manager, Document Manager E.R.M.,  Document Manager Sorting O ce, Document Manager Fax Manager, Document Manager Web, 
Document Manager Indexer, Document Manager DM are all trademarks of Document Logistix LTD. All       brand           and product         names are registered  
trademarks of their companies.           

 Document Manager Database Server

 The Document Manager SQL Database Server  provided are recommendations only and should always 
be checked by a  Document Manager Engineer. All servers should be the latest service pack. We recommend 
commercial backup software like ArcServe or Backup Exec.

 The following are examples for up to 100 users. Document Manager can manage thousands of users and will require 
suitably  hardware.

 10 Users 250,000 Pages

 Windows 2000 Server (or later)

 P4 CPU, 1GB Ram, MS SQL Server 2000 with suitable client access licenses.

 12/24GB DAT or DLT 35/70

 Hardware Raid with 2 x 18GB Mirrored disks

 50 Users, 50,000 pages /month

 Windows 2000 Server (or later)

 P4 Dual CPU, 2GB Ram, MS SQL Server 2000 with suitable client access licenses.

 12/24GB DAT or DLT 35/70

 Hardware Raid 5 ( 5 x 9GB with 1 Hotswap)

 100 Users, 100,000 pages /month

 Windows 2000 Server (or later)

 P4 Dual CPU, 2GB Ram, MS SQL Server 2000 with suitable client access licenses.

 DLT AutoLoader or LTD (100/200GB)

 Hardware Raid 5 (with 1 Hotswap) or SAN / NAS with suitable backup.

 Document Manager Client

 Windows 2000 512MB Ram, XP 512MB Ram or VISTA 1GB Ram.

 Document Manager Web

 Internet Explorer 5.5 or later ( 7 recommended )

 Twain or Kofax Adrenaline/VRS compatible

 Recommended scanners include: 

 Fujitsu, Kodak, Panasonic, Canon, Hewlett-Packard, Bell &  Howell, Epson & Toshiba MFDs.

 Contact Document Logistix for recommended cable, card and scanner  chart.

 Windows compatible printers.

 Windows compatible electronic fax software. Supported electronic fax solutions include Castelle FaxPress, WinFax PRO 
and RightFax.

 Document Manager is network and protocol independent and is scalable from an o ce LAN to a global WAN.

 Networking between Sorting O ce Index Station/s and the Server/s  should use 100Mbps switches (instead of 
unmanaged hubs) to minimize network impact.

 Networking between the Server and User Stations.  To benchmark response time, retrieve a 50 page image across 
100Mbs network.  Response time should be 2.5-15 seconds.  

 Assume 50kb per 8.5 x 11 monochrome document side

 To calculate storage overheads = ((Number of Letter size document sides stored a month x 50) / 1024) = MBs required 
each month / 1024 = GBs each month. Alternatively, as a rough rule you can assume 20,000 Letter size pages will require 
1GB.

 Contact Document Logistix or your Document Manager Partner to discuss optimum document storage and disaster recovery  options.

 Documentation and sample Visual Basic code can be supplied to use Document Manager Client as an ActiveX Server. 

 Document Logistix can also o er assistance with integration development.

 Documentation is available from www.Document-Logistix.com

 Document Logistix o ers a portfolio of scheduled, on-site and customized courses to address any training requirements.

 Contact Document Logistix or your Document Manager Partner to discuss  requirements.

Scanner options

Printer & Electronic 
Fax options

Local & Wide Area 
Network options

Document Storage & 
Recovery options

API  Toolkit options

Training

Document Manager 
Database Server

The following  represent examples up to a 100 user environment.  
recommendations and  can be provided upon request.  All requirements 
should be validated by a  Document Engineer prior to implementation.

Document Manager Database Server
Suggested versions are listed below.  Latest service packs should be applied prior to 
installation of Document Manager.  Commercial backup software (such as ArcServe or 
Backup Exec) and backup policies should be implemented.
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