Document Management

Creating any type of document

Adding documents via drag and drop

Indexing of added documents

Opening of Office documents

Scanned Documents

Photos

Videos

Managing versions

Adding references

Naming convention structures

Batch renaming

Storage of documents in local

External sharing & storage of documents via
the Cloud (Dropbox, Onedrive ou autre)




Active Directory windows securities

Folder securitius

Export searches or lists of documents to
excel

Customised homepage, customised themes

Zipping of documents

BIN and destruction of documents

Converting an office document in PDF

Emails Management

Classification of Outlook Emails

Filing attachments found in emails

Date of reception of email upon filing

Sending emails

Folders Management

Creation of automatic directories




Page of filing definition per folder

Duplicating a folder (with its documents)

Duplicating a folder (without its documents)

Moving a theme and its documents

Security settings on a theme at first level

Linking a folder to a place on the disk

Searches

Search on a word

Search Full Text

Whats new since x no of days?

Search with AND, OR

Search by empty folders

Search by doc extension

Search by reference

Searches of themes/directories

Encryption

Encryption

Bluring of Documents Name

Destroys documents in an encrypted was

Manages various groups of users




Metadata

Metadata No, unless you use office Tags | Yes if configured

CLOUD Interface

Any type of Cloud (Dropbox, Onedrive, v
Google Drive, ...)

Transactions Journal

Journal Eazzy (Log) Yes
Items to take into consideration in different
_ FOLDERS METADATA
scenarios
Creation of Documents
Creati It d t '
reation of all types of documents (office, Ves Yes

PDF, emails, ...)

Yes. However since there isn't any structured
directory, the filing of documents will
Using documents via the Drag and Drop Ves necessitate that each user completes the
function Metadata for each document. Without these
metadatas, the documents will be difficult to
retrieve or secured.

Importing folders and documents Yes
Navigation in the documents

Rights to navigate in the directories given
the associated user rights

Yes

Yes




Possibility to have different view types




