Correspondence Management System

Objectives:

e Management of Documents

e Management of Files

e Routing of Documents and Files

e Tracking of Documents and Files

e Record receipts and issuance of Documents and Files

e Generation of tracking and status related reports of Documents and Files

Features:
e General:
= Send messages
= Maintain your own personal contact diary
= Can generate the efficiency report of employees
e Documents:
= Create a document.
= Track your own document.
= Share your document.
= Search your document.
= Scan the document.
= Upload the document.
* Route your document.

= Automatic generation of alerts of pending documents

o Files:
= Create afile
= Attach documents in a file
=  Track your file
= Share your file

= Search your file



= Route your file

= Automatic generations of alerts of pending files
= Merge your file

= Split your file

= Close your file

Advantages of System:
e Performance improvement in overall working.
e Ease to manage Documents and Files.
e Ease for the noting and correspondence management.
e Ease for the networking routing.
e Ease for the monitoring of performance.

¢ Branches can be also being remotely connected.
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