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Preface

Why this book. Based on my experience, these are the technologies which | think deliver at a
reasonable use of resources. What | mean is a reasonable ROI. There might be some
technology which is good and not mentioned. You can message me to have that included. Send
as much info as you have on the technology and most importantly send your experience and
reasons first so | have some reason to go through it. If some popular technology is missing, it
could be due to the reason that | think it uses too many resources and does not have a great
ROI or maybe other reasons. The objective of this book is to provide information on the most
useful document management and document management related technologies around and
especially those | am aware of and know that they work. This is over 80% of the case in this
book. There might be some which are popular because they are hyped more than their actual
performance. If you know that the hype is more than the work and you have experience, you can
send that so | can update it. | expect those to be about 20% of the book content as of now. This
book was made in October 2024 so if the information changes, a better edition is required.
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Chapter 1. Introduction to Document Management

1. Introduction to Document Management
Definition and Importance of Document Management

Document management refers to the systematic control of documents and records within an
organization, ensuring that they are easily accessible, properly secured, and efficiently
maintained throughout their lifecycle. The importance of document management lies in its ability
to improve operational efficiency, reduce risks, ensure compliance with legal and regulatory
requirements, and enhance collaboration among employees. Effective document management
systems (DMS) help organizations streamline processes, facilitate better decision-making, and
enhance overall productivity.

Historical Evolution of Document Management Systems

The evolution of document management systems has paralleled advancements in technology.
Initially, documents were managed in physical form, requiring extensive manual effort to
organize and retrieve information. The introduction of computers in the late 20th century led to
the digitization of documents, marking the transition from paper-based systems to electronic
document management. Early systems focused primarily on storage and retrieval, while modern
DMS solutions now incorporate features like workflow automation, version control, and
collaborative tools, reflecting the increasing complexity and volume of information organizations
handle today.

Key Concepts in Document Management
Key concepts in document management include:

+ Document Lifecycle Management: This encompasses the stages a document goes
through, from creation and use to archiving and disposal.

+ Version Control: Keeping track of changes and maintaining the integrity of documents
as they are updated over time.

* Access Control: Defining who can view or edit documents to ensure confidentiality and
compliance with regulations.

+ Collaboration Tools: Features that enable multiple users to work on documents
simultaneously, improving team productivity.

* Metadata: Information about the document (e.g., author, date created) that aids in
indexing and retrieval.

Table of contents




Overview of Enterprise Content Management

Enterprise Content Management (ECM) expands on traditional document management by
integrating various forms of content—such as documents, images, videos, and web content—
into a unified system. ECM focuses on the strategies, tools, and processes that organizations
use to capture, manage, store, preserve, and deliver content and documents related to
organizational processes. By leveraging ECM, organizations can improve workflow efficiency,
ensure compliance, and facilitate better knowledge management across departments.
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Chapter 2: Types of Document Management Systems

1. File-Based Systems
* Characteristics and Use Cases:

* Definition: File-based systems store documents in a hierarchical structure on
local or networked file servers, relying on file paths and folders for organization.

» Typical Features:
» Simple interface for users to create, store, and retrieve documents.
» Supports common file formats (e.g., DOCX, PDF, JPEG).

+ Use Cases:
 Suitable for small businesses or teams with basic document storage needs.
« Commonly used for personal document storage, shared drives, and project

folders.
* Limitations and Challenges:

» Scalability: Difficult to manage as the number of documents increases; searching
for specific files becomes cumbersome.
» Version Control: Lack of built-in versioning may lead to confusion about the most

current document.
* Security: Limited access controls and audit trails increase the risk of unauthorized

access and data loss.
+ Backup and Recovery: Manual backup processes can lead to data loss if not

managed properly.

2. Database Management Systems (DBMS)
* Types of Databases:

* Relational Databases: Store data in tables with defined relationships (e.g.,
MySQL, PostgreSQL).
* NoSQL Databases: Use various data models (e.g., document, key-value) to
handle unstructured or semi-structured data (e.g., MongoDB, CouchDB).
+ Graph Databases: Store data in graph structures to represent relationships (e.g.,
Neo4j).
* Integration with Document Management:

« Data Management: DBMS can store metadata and content of documents,
enabling efficient indexing and retrieval.

» Search Functionality: Enhanced search capabilities through structured queries,
allowing users to find documents based on specific criteria.

« Automation: Automated workflows can be implemented to manage document
lifecycles, such as approval processes and compliance tracking.
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3. Cloud-Based Document Management

» Benefits of Cloud Solutions:

Accessibility: Users can access documents from anywhere with an internet
connection, facilitating remote work and collaboration.

Scalability: Cloud solutions can easily scale storage and features based on
organizational needs without significant upfront costs.

Automatic Updates: Providers manage software updates and maintenance,
ensuring users have access to the latest features and security enhancements.
Cost-Effectiveness: Subscription-based models reduce the need for substantial
capital investment in IT infrastructure.

* Major Providers and Platforms:

Google Workspace: Offers document creation and storage through Google
Drive, with collaboration features in Google Docs, Sheets, and Slides.

Microsoft 365: Combines Office applications with OneDrive for Business,
allowing seamless document management and collaboration.

Box: Focused on secure file sharing and collaboration, Box integrates with various
productivity tools and offers extensive security features.

Dropbox: Known for user-friendly file storage and sharing, Dropbox also includes
collaboration features for teams.

4. On-Premises Solutions

+ Advantages and Disadvantages:

+ Advantages:

» Control: Organizations have complete control over their data and security
measures, reducing dependency on third-party vendors.
« Customization: Greater flexibility to tailor the system to specific
organizational needs and workflows.
« Compliance: Easier to meet regulatory compliance requirements by
maintaining data within physical premises.
Disadvantages:

» Cost: Higher upfront costs for hardware, software licenses, and ongoing
maintenance.

* Resource Intensive: Requires dedicated IT resources for setup,
management, and troubleshooting.

+ Limited Accessibility: Access to documents may be restricted to local
networks unless remote access solutions are implemented.
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* Implementation Challenges:

* Integration Issues: Difficulty in integrating with other systems and applications
may hinder overall efficiency.

* User Adoption: Resistance to change from employees accustomed to existing
processes can complicate implementation.

» Scalability: As business needs grow, scaling on-premises solutions may require
significant investments and planning.
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Chapter 3. Core Document Management Systems

3.1 LibreOffice

1. Overview and Features
* Introduction to LibreOffice:

» LibreOffice is a free and open-source office suite that serves as a powerful
alternative to commercial productivity software.
* ltincludes several applications for word processing, spreadsheets, presentations,
graphics, databases, and more.
» Core Applications:

» Writer: A word processor that allows users to create and edit documents,
including features for formatting, styling, and collaboration.

+ Calc: A spreadsheet application for data analysis and calculations, supporting
complex formulas and data visualization tools.

* Impress: A presentation tool for creating and delivering slideshows, with various
multimedia and design options.

» Draw: A graphics editor for creating vector graphics, diagrams, and flowcharts.

+ Base: A database management system for building and managing databases,
with a user-friendly interface.

» Math: An application for creating and editing mathematical formulas and
equations.

* Here’s a detailed explanation of each feature for LibreOffice:

LibreOffice Features

1. Compatibility
LibreOffice excels in compatibility, making it a versatile tool for diverse document handling needs:

* File Format Support: It natively supports the Open Document Format (ODF), the international
standard for office documents. This includes formats like . odt for text documents, . ods for
spreadsheets, and . odp for presentations.

* Microsoft Office Compatibility: LibreOffice is designed to seamlessly work with Microsoft
Office formats, including .docx, .x1sX, and . pptX, ensuring users can open, edit, and save
files in these formats.

* Additional Formats: It also supports legacy formats such as . doc, .x1s, and . ppt, as well
as PDF for export, and even less common file types like .csv and . rtf. This broad
compatibility ensures easy document sharing and collaboration across platforms and tools.
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2. Customization

LibreOffice provides extensive customization options to cater to individual and organizational needs:

* Interface Customization: Users can adjust the interface, such as switching between traditional
menu-based layouts and modern ribbon-style interfaces.

* Extensions and Add-ons: LibreOffice offers a rich library of extensions to enhance its
functionality. These include tools for grammar checking, advanced math formulas, and
additional templates.

* Templates: A variety of built-in and community-provided templates simplify workflows, from
designing invoices to creating presentations. Users can also create and save custom templates
for repeated use.

3. Collaboration Tools

Effective collaboration is a cornerstone of LibreOffice’s capabilities:

* Real-time Collaboration: Using LibreOffice Online, teams can collaboratively edit
documents in real time, similar to cloud-based solutions like Google Docs.

* Comments and Annotations: Team members can add comments to specific sections of a
document, facilitating discussions and feedback within the file.

* Version Tracking: LibreOffice keeps a record of changes made to documents, allowing users to
revert to previous versions or track edits during collaborative projects.

4. Cross-Platform Support

LibreOffice ensures accessibility and usability across various platforms:

* Operating Systems: It is available for Windows, macOS, and Linux, providing consistent
functionality regardless of the user's operating environment.

* Portability: Portable versions of LibreOffice can be run directly from USB drives without
installation, making it convenient for users who work on multiple devices.

* Language Support: LibreOffice supports a wide range of languages and provides tools for
spell checking, grammar, and thesaurus features tailored to each language.

5. Community Support

LibreOffice thrives on its active and supportive community:

* Open-Source Development: As an open-source project, LibreOffice benefits from continuous
contributions by a global community of developers, ensuring frequent updates, bug fixes, and
feature enhancements.

* User Contributions: Enthusiastic users contribute by creating templates, writing
documentation, and translating the software into multiple languages.

* Forums and Resources: An extensive network of forums, guides, and tutorials ensures users
can easily find solutions to their problems and learn how to maximize the software’s potential.
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* Documentation: Comprehensive documentation is available, ranging from beginner guides to
advanced manuals, making LibreOffice accessible for users of all experience levels.

Conclusion

LibreOffice is a robust and feature-rich suite that stands out for its versatility, community-driven
improvements, and dedication to open standards. It is ideal for individuals, businesses, and institutions
seeking a reliable, cost-effective alternative to proprietary office software solutions.
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How Muftasoft ™ provides support for Libreoffice and
document management.

y |
2 MUuftasoirt

1. Integration Services

Muftasoft enables seamless integration of LibreOffice into existing IT environments and document
management systems:

* Document Management Integration:
* Connecting LibreOffice with popular document management platforms like Alfresco,
Dolibarr, or SharePoint.
* Ensuring compatibility with existing workflows and enabling smooth handling of
documents in various formats such as ODF, DOCX, and PDFs.
* Enabling advanced features like automated document versioning, metadata tagging, and
access control.
* Custom API Development:
* Creating APIs and plugins to link LibreOffice with other business tools like ERP, CRM,
or custom-built applications.
» Supporting workflow automation, such as converting documents, generating reports, or
processing templates automatically.
* Cloud Integration:
» Setting up LibreOffice Online or deploying the suite on private, public, or hybrid cloud
environments to facilitate real-time collaboration.

2. Support Services

Muftasoft provides end-to-end technical support to ensure LibreOffice operates effectively in various
setups:

* Technical Assistance:
* Resolving compatibility issues, installation problems, and performance bottlenecks.
* Ensuring smooth migration from proprietary suites like Microsoft Office to LibreOffice.
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* Maintenance and Upgrades:
* Regular updates and patches to ensure the latest features, security, and compatibility.
* Monitoring system performance and troubleshooting document-related errors.

* 24/7 Helpdesk:
* Dedicated support teams available via phone, email, or chat to resolve urgent issues.

3. Training Services

Muftasoft’s training programs empower users and administrators to leverage LibreOffice and integrated
document management systems effectively:

* End-User Training:
* Training for employees on using LibreOffice tools like Writer, Calc, Impress, and Draw.
* Educating users on handling advanced features like macros, templates, and mail merges.
* Administrator Training:
* Teaching IT teams to configure and manage LibreOffice settings across the organization.
* Training on integrating LibreOffice with backend systems and troubleshooting.
* Customized Learning Modules:
* Tailoring training programs to specific organizational needs, including industry-focused
workflows.
* E-Learning and Resources:
* Providing online courses, video tutorials, and step-by-step guides for remote training.

4. Development Services

Muftasoft offers tailored development services to extend LibreOffice functionalities and meet specific
requirements:

* Custom Extensions and Plugins:
* Developing specialized add-ons to enhance LibreOffice's functionality, such as advanced
reporting, translation tools, or industry-specific templates.
*  Workflow Automation:
* Building solutions that automate repetitive tasks, such as document generation, data
imports, and exports.
* User Interface Customization:
* Adjusting LibreOffice interfaces to align with organizational branding and user
preferences.
* Document Templates and Solutions:
* Designing custom templates for reports, presentations, invoices, and other documents.
* Developing scripts for automated document creation and processing.
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5. Consulting Services

Muftasoft provides expert consulting to ensure successful LibreOffice adoption and integration:

* Needs Assessment:
* Evaluating the organization’s current IT infrastructure and document management
requirements.
* Strategic Planning:
* Developing a roadmap for migrating to LibreOffice and integrating it with existing
systems.
* Compliance and Security:
* Ensuring adherence to industry standards and regulations for document handling, data
security, and access control.

Conclusion

By offering integration, support, training, and development services, Muftasoft positions itself as a
comprehensive partner for organizations looking to adopt LibreOffice and enhance document
management processes. This enables clients to maximize productivity, reduce costs, and streamline
operations with tailored solutions.
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2. Use Cases in Document Management
* Use Case 1: Document Creation and Editing:

+ LibreOffice Writer is widely used for creating and editing various documents, such
as reports, proposals, and manuals.
» Features like styles, templates, and advanced formatting options facilitate
professional-looking documents, which are crucial for businesses.
* Use Case 2: Data Analysis and Reporting:

 LibreOffice Calc is employed for data analysis, allowing users to create
spreadsheets for budgeting, forecasting, and financial reporting.
» The ability to create charts and graphs helps in visualizing data, making it easier to
derive insights and communicate findings.
» Use Case 3: Collaborative Projects:

» Teams utilize LibreOffice for collaborative document creation and editing,
benefiting from features like comments, track changes, and shared access.
+ Ideal for projects requiring input from multiple stakeholders, such as grant
proposals or project documentation.
» Use Case 4: Presentations and Training Materials:

» LibreOffice Impress is used to create engaging presentations for meetings, training
sessions, and conferences.
» Supports multimedia elements, making it easy to incorporate videos and
animations for dynamic presentations.
» Use Case 5: Database Management:

 LibreOffice Base can be utilized for managing small to medium-sized databases,
such as inventory tracking or customer relationship management.
» Users can create forms and reports to interact with their data efficiently, enabling
better organization and retrieval of information.
+ Use Case 6: Template Management:

» Organizations can create and manage document templates within LibreOffice,
ensuring consistency in branding and formatting across all documents.

» Useful for standard operating procedures (SOPs), contracts, and official
correspondence.
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3.2 Alfresco

1. Introduction to Alfresco and Its Capabilities
* Overview of Alfresco:

» Alfresco is an open-source enterprise content management (ECM) platform
designed to manage documents, processes, and collaboration within
organizations.

It provides a scalable solution for storing, organizing, and sharing content while
ensuring compliance and security.

* Key Features:

* Document Management:

« Alfresco offers robust document management capabilities, including version
control, metadata management, and secure access controls.
» Supports various file types and provides tools for document collaboration
and sharing.
* Workflow Management:

« The platform includes workflow automation tools that allow organizations to
define, execute, and monitor business processes.
» Enables users to create custom workflows for document review, approval,
and routing, improving efficiency and accountability.
» Collaboration Tools:

+ Alfresco provides features for team collaboration, such as shared folders,
discussions, and task assignments.
» Supports real-time editing and version tracking, facilitating teamwork and
communication.
+ Content Repository:

 Offers a centralized content repository where documents and digital assets
can be stored, organized, and retrieved easily.
» Ensures data integrity and security through access controls and audit trails.

2. Integration and Customization

* Integration with Other Systems:

» Alfresco can integrate with a variety of enterprise applications, such as CRM
systems, ERP systems, and collaboration tools.

» Supports APIs and web services that allow organizations to connect Alfresco with
their existing IT infrastructure seamlessly.
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» Customization Options:

+ Alfresco provides a flexible framework for customization, allowing organizations to
tailor the platform to meet their specific needs.
» Users can create custom content models, workflows, and user interfaces to align
with business processes.
* Open Source Community:

» As an open-source platform, Alfresco benefits from contributions from a global
community of developers and users.

* Organizations can access a wealth of plugins, extensions, and best practices
shared by the community to enhance their Alfresco implementations.

3. Case Studies and Real-World Applications
+ Case Study 1: Government Agency:

» A government agency implemented Alfresco to manage its records and improve
transparency.
* By centralizing document storage and automating workflows for public records
requests, the agency improved response times and compliance with regulations.
+ Case Study 2: Healthcare Organization:

* A healthcare provider utilized Alfresco to streamline patient record management
and ensure compliance with HIPAA regulations.

» Alfresco's document security features enabled the organization to maintain strict
access controls while allowing for efficient sharing of medical records among
authorized personnel.

+ Case Study 3: Educational Institution:

* A university adopted Alfresco to manage its academic and administrative
documents.

» The institution leveraged Alfresco’s collaboration tools to facilitate communication
among faculty, staff, and students, improving document accessibility and
enhancing the learning environment.

+ Case Study 4: Manufacturing Company:

» A manufacturing company used Alfresco to manage its quality control
documentation and ensure compliance with industry standards.

» By implementing custom workflows for document review and approval, the
company reduced errors and improved product quality while maintaining audit
trails for compliance purposes.
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3.3 Pentaho

1. Overview of Pentaho as a Data Integration and Analytics Tool
* Introduction to Pentaho:

* Pentaho is an open-source business intelligence (Bl) suite that provides data
integration, analytics, reporting, and dashboard capabilities.
* It enables organizations to extract, transform, and load (ETL) data from various
sources, allowing for comprehensive data analysis and visualization.
* Key Features:

+ Data Integration:

» Pentaho Data Integration (PDI), also known as Kettle, allows users to
connect to multiple data sources (databases, fiat files, cloud services) and
perform data transformation and cleansing.

» Supports real-time data processing and batch data integration to ensure
timely access to information.

* Business Analytics:

 Offers powerful data visualization tools that allow users to create interactive
dashboards, reports, and data visualizations to gain insights from their

data.
» Users can analyze data through various lenses and share findings across

the organization.
+ Extensibility:

» Pentaho provides an open architecture, allowing developers to customize
and extend its functionality with plugins and third-party integrations.

« Supports integration with various data sources, including big data platforms
like Hadoop and NoSQL databases.

2. Document Management Capabilities in Pentaho
» Overview of Document Management:

* While primarily focused on data integration and analytics, Pentaho also offers
capabilities for managing documents related to business intelligence processes.
+ Key Document Management Features:

 Data Governance:

» Helps organizations maintain data quality and compliance by providing
tools for monitoring and managing data lineage and metadata.

» Ensures that documents related to data sources, transformations, and
analytics processes are organized and accessible.
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* Integration with Document Repositories:

» Supports integration with various document management systems (DMS)
to pull in relevant documents and metadata for analysis.
« Enables users to combine structured and unstructured data for
comprehensive reporting and analysis.
* Reporting and Dashboards:

» Allows users to create reports that include documents and multimedia
content, providing a holistic view of the data.

» Supports document-centric reporting where analysis results can be linked
to specific documents for context.

3. Use Cases for Business Intelligence and Document Management
+ Use Case 1: Performance Reporting:

» Organizations can use Pentaho to generate performance reports that include both
guantitative data and qualitative information from relevant documents.
* For example, a sales department may generate reports that combine sales figures
with supporting documents such as contracts and proposals.
* Use Case 2: Compliance and Auditing:

* Pentaho can be utilized for compliance reporting, where organizations need to
demonstrate adherence to regulations.

+ By integrating document management capabilities, companies can ensure that all
necessary documentation is available and linked to compliance metrics,
simplifying audits.

* Use Case 3: Market Research Analysis:

» Businesses can analyze market research data alongside documents such as
surveys, interviews, and whitepapers.
» Pentaho's analytics tools allow for comprehensive analysis, enabling organizations
to derive insights that inform strategic decisions.
+ Use Case 4: Project Management:

* Pentaho can help project managers track project progress by integrating project-
related documents (e.g., plans, budgets, reports) with performance data.

* Provides a unified view that helps in decision-making and reporting to
stakeholders.
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3.4 SharePoint

1. Microsoft SharePoint for Document Management
* Overview of SharePoint:

+ SharePoint is a web-based collaboration platform developed by Microsoft that
integrates with Microsoft Office. It is widely used for document management and
storage, offering a centralized location for organizing, sharing, and collaborating on
documents.

» SharePoint can be deployed on-premises or in the cloud through Microsoft 365,
providing flexibility for organizations of all sizes.

* Key Features:

« Document Libraries:

» SharePoint allows users to create document libraries where documents can
be stored, categorized, and accessed easily.
» Supports various file types and provides features such as versioning,
check-in/check-out, and metadata tagging.
* Metadata Management:

» Users can define custom metadata fields to organize documents based on
specific criteria, making it easier to search and retrieve files.
» Enhances document categorization and improves information retrieval.
* Version Control:

« Automatically tracks changes made to documents, allowing users to view
and restore previous versions as needed.
» Ensures that the most recent document version is always accessible while
maintaining a history of changes.
» Security and Compliance:

+ Access Permissions:
* Role-based access controls allow administrators to define who can view or
edit documents, ensuring sensitive information is protected.
» Supports compliance with data protection regulations by providing audit
trails and secure document handling.
» Search Functionality:

» Enterprise Search:
« SharePoint includes powerful search capabilities that enable users to find
documents quickly using keywords, metadata, and filters.
» The search functionality can be customized to improve the user experience
and enhance information retrieval.
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2. Collaboration Features and Best Practices
« Collaboration Features:
* Real-time Co-Authoring:

» SharePoint allows multiple users to collaborate on documents
simultaneously, enabling real-time editing and updates.
« Changes are tracked, and users can see who is editing the document,
improving teamwork and communication.
* Integration with Microsoft 365:

» Seamless integration with Microsoft Office applications (Word, Excel,
PowerPoint) enhances the document editing and collaboration experience.
» Users can open and edit documents directly from SharePoint using familiar
Office tools.
+ Team Sites and Communication Sites:

» SharePoint enables the creation of team sites for specific projects or
departments, providing a dedicated space for collaboration, document
sharing, and communication.

« Communication sites can be created for company-wide announcements,
news, and resources, promoting information sharing across the
organization.

* Best Practices for Using SharePoint:

* Organizing Content:

» Implement a clear folder structure and naming conventions to help users
navigate and locate documents easily.
» Use metadata and tagging effectively to enhance searchability and
organization.
» Setting Up Permissions:

» Regularly review and update access permissions to ensure that only
authorized personnel have access to sensitive documents.
» Implement role-based access controls to streamline permission
management.
* Training and Support:

» Provide training sessions for users to familiarize them with SharePoint
features and best practices, promoting effective use of the platform.

 Establish a support system or helpdesk to assist users with questions or
technical issues.
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* Regular Maintenance and Updates:

» Conduct regular audits of document libraries to ensure that outdated or
unnecessary documents are archived or deleted.

+ Keep the SharePoint environment updated with the latest features and
security patches to maintain performance and security.

Table of contents




3.5 DocuWare

DocuWare
1. Document Management with DocuWare
* Overview of DocuWare:

* DocuWare is a cloud-based document management and workflow automation
platform that enables organizations to manage, store, and share documents
securely and efficiently.

» Designed for businesses of all sizes, DocuWare streamlines document processes,
enhances collaboration, and improves overall productivity.

* Key Features:

* Centralized Document Storage:
» Provides a secure repository for documents, ensuring that files are easily
accessible while maintaining data integrity and security.
» Supports various document types, including PDFs, images, and office files.
+ Advanced Search Capabilities:
 Utilizes full-text search and metadata to enable quick and efficient retrieval
of documents.
» Users can search by keywords, file types, and custom metadata fields,
making it easier to locate information.
* Version Control:
« Automatically tracks document versions, allowing users to view and revert
to previous iterations as needed.
» Ensures that the most current version of a document is always available to
users.
» Security and Compliance:

+ Access Controls:
* Role-based permissions ensure that sensitive documents are only

accessible to authorized personnel.
» Supports compliance with industry regulations such as GDPR and HIPAA
through secure document handling and storage practices.
* Audit Trails:
* Maintains a detailed history of document access and modifications,
providing organizations with transparency and accountability in document
management.

Table of contents




2. Automating Workflows with DocuWare
» Workflow Automation Overview:

» DocuWare allows organizations to automate repetitive tasks and streamline
business processes, reducing manual effort and minimizing errors.
» Workflow automation improves efficiency by ensuring that documents are routed,
reviewed, and approved in a timely manner.
* Key Features:

* Customizable Workflows:
» Users can create tailored workflows to fit specific business processes,
utilizing drag-and-drop functionality for ease of use.
* Allows for the integration of various steps, including document review,
approval, and notifications.
* Forms Management:

+ Digital Forms:

« Enables the creation of digital forms that can be filled out online, reducing
the need for paper-based processes.

« Data entered into forms can be automatically routed to the appropriate
workflow for processing.

* Automatic Data Extraction:

* DocuWare can extract data from incoming documents (e.g., invoices,
contracts) using optical character recognition (OCR), automatically
populating forms and workflows.

» Collaboration Tools:

* Real-time Collaboration:
« Facilitates collaboration among team members by allowing multiple users to
review and edit documents simultaneously.
* Notifications and alerts keep team members informed about workfiow
progress and document status changes.
* Integration with Other Systems:

» Seamless Integration:
» DocuWare integrates with various business applications, including CRM,
ERP, and email systems, enhancing overall operational efficiency.
« Enables organizations to connect their existing tools with DocuWare to
create cohesive workflows.
+ Analytics and Reporting:

* Performance Insights:
» Provides analytics tools to monitor workflow performance and identify
bottlenecks or areas for improvement.
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» Customizable reports help organizations gain insights into document
handling and workflow efficiency.
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3.6 M-Files

1. Metadata-driven Document Management
* Overview of M-Files:

* M-Files is a cloud-based document management solution that utilizes metadata to
organize, manage, and retrieve documents efficiently.
* The platform is designed to simplify document management processes while
enhancing collaboration and productivity.
» Core Features:

* Metadata-Driven Architecture:

» Documents are categorized and retrieved based on metadata rather than
traditional folder structures. This allows users to find files based on context,
such as project, client, or document type.

* Smart Search Functionality:

» M-Files' search capabilities leverage metadata to enable advanced filtering
and retrieval of documents, making it easier to locate relevant information
quickly.

* Automated Metadata Capture:

» The system can automatically extract metadata from documents,
streamlining the process of organizing and managing files without requiring
manual input.

* Benefits of Metadata-Driven Management:

* Improved Organization:
» The use of metadata enhances document organization, making it more
intuitive for users to locate and manage files.
+ Enhanced Compliance and Security:
» Metadata can include compliance-related information, ensuring that
documents adhere to industry regulations and policies.
» Version Control and Tracking:
* M-Files maintains version history and audit trails, allowing users to track
changes and access previous versions of documents.
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2. Use Cases and Implementations
* Legal Sector:

+ Case Management:

» Law firms use M-Files to manage case documents, contracts, and
correspondence by categorizing them using metadata such as client name,
case number, and document type.

+ Compliance Tracking:

» Legal organizations can ensure compliance with regulatory requirements by

tagging documents with relevant metadata and maintaining audit trails.
* Healthcare:

+ Patient Records Management:

» Healthcare providers implement M-Files to manage patient records,
ensuring that all documents are organized by patient, treatment type, and
date.

* HIPAA Compliance:

» The use of metadata helps healthcare organizations maintain compliance
with HIPAA by securely managing sensitive patient information and tracking
access.

* Manufacturing:

* Quality Assurance Documentation:

» Manufacturers utilize M-Files to manage quality assurance documents,
including inspection reports and compliance certificates, organized by
product line and date.

* Supply Chain Management:

* M-Files can help streamline document management within the supply chain
by organizing supplier contracts, purchase orders, and shipping documents
using metadata.

+ Education:

+ Student Records Management:
» Educational institutions use M-Files to manage student records, grades,
and transcripts, organized by student ID, course, and academic year.
* Research Documentation:
* Researchers can manage research papers, grant applications, and
collaborative projects using metadata to categorize and track documents
effectively.
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* Financial Services:

+ Client Management:

* Financial institutions use M-Files to manage client portfolios, investment
documents, and regulatory compliance files, organized by client name and
account type.

* Audit Trails:

» M-Files provides audit trails for financial documents, ensuring that
organizations can track changes and maintain compliance with industry
regulations.

Table of contents




3.7 OpenDocument Format (ODF)

Overview of ODF and its Importance in Document Management

» What is ODF?: The OpenDocument Format (ODF) is an open, XML-based
document file format used for office applications like word processors,
spreadsheets, and presentations. ODF was developed to promote interoperability
and reduce dependency on proprietary formats, making it an essential standard in
document management.

* Importance in Document Management: ODF ensures that documents are
accessible, editable, and transferrable across different systems without loss of
formatting or data integrity. Its open standard supports long-term data
preservation, making it particularly valuable for organizations seeking to future-
proof their documents and maintain compatibility across various platforms.

« Compatibility with Various Document Management Systems

* Multi-Platform Support: ODF is compatible with a wide range of document
management systems and applications, including popular open-source software
like LibreOffice, Apache OpenOffice, and commercial solutions that support open
standards. This compatibility ensures that documents can be shared and edited
across systems without requiring specific proprietary software.

* Integration in Document Management Systems (DMS): Many DMS platforms
support ODF, allowing organizations to seamlessly incorporate ODF files into their
document workflows. This integration reduces formatting issues when documents
are transferred between users, departments, or partner organizations using
different systems.

* Enhanced Collaboration: ODF’s compatibility across systems enables easy
document sharing and collaboration, particularly in environments with diverse
software tools or mixed operating systems. Teams can collaborate in real-time
without worrying about file compatibility or conversion issues.

+ Advantages of Using ODF for Document Interoperability

* Vendor-Neutral Format: Being an open standard, ODF avoids vendor lock-in,
allowing organizations to choose the best document management or productivity
tools without being tied to a specific vendor’s proprietary file format.

* Improved Document Accessibility and Preservation: ODF promotes
accessibility by providing a universally readable format, which is particularly
valuable for archiving and ensuring documents are accessible over the long term.
It also supports assistive technologies, enhancing accessibility for individuals with
disabilities.
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* Enhanced Interoperability Across Systems: With ODF, documents are highly
interoperable, meaning users can view, edit, and share files across different
software platforms with minimal risk of formatting discrepancies. This
interoperability supports seamless workflows, particularly in organizations that rely
on collaboration with external partners or use a variety of document management
systems.

» Cost Savings: By using ODF, organizations can reduce costs associated with
proprietary software licenses and ongoing document conversion. This savings is
particularly beneficial for public sector and nonprofit organizations that rely on
open-source or cost-effective solutions.
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3.8 OpenText

Enterprise Information Management with OpenText

+ Comprehensive Document and Content Management: OpenText is an
enterprise-grade information management solution that provides tools for
document management, content lifecycle management, and digital asset
management. It is widely used by organizations to handle large volumes of
structured and unstructured data, supporting efficient storage, retrieval, and
processing.

+ Scalability for Large Organizations: OpenText is designed to meet the needs
of enterprises that require robust document management capabilities. It allows
organizations to centralize and streamline their information systems, making it
easier to manage content across multiple departments, locations, and
geographies.

+ Integration with Existing Systems: OpenText can integrate seamlessly with
various enterprise applications such as ERP, CRM, and HRM systems, enabling
organizations to synchronize document management with other core business
processes. This integration reduces data silos and enhances information flow
across departments, improving overall operational efficiency.

+ Advanced Security and Compliance Features

» Data Security and Access Control: OpenText offers advanced security
features, including role-based access control, data encryption, and audit trails.
These features help organizations protect sensitive information and ensure that
only authorized personnel have access to critical documents.

+ Compliance Management: With OpenText, organizations can manage
documents in compliance with industry regulations and standards (e.g., GDPR,
HIPAA, SOX). The platform provides compliance tools that allow for the
monitoring, tracking, and reporting of document activities, ensuring that
organizations meet regulatory requirements and avoid potential fines.

* Records Management and Retention Policies: OpenText supports records
management by allowing organizations to define and enforce document retention
policies. This feature is crucial for ensuring that documents are stored, retained,
and disposed of in accordance with legal and regulatory guidelines.

» Disaster Recovery and Data Backup: OpenText includes data backup and
recovery features, safeguarding critical information against data loss from
unexpected events. These features enable organizations to maintain business
continuity and ensure data integrity in disaster scenarios.
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3.9 Google Workspace

Document Management and Collaboration in Google Workspace

Google Workspace (formerly G Suite) provides a suite of productivity and collaboration tools
that enhance document management and team collaboration. Key components include Google
Docs, Google Sheets, Google Slides, and Google Drive, which work seamlessly together to
facilitate real-time collaboration and document sharing.

1.

Real-Time Collaboration: Google Workspace allows multiple users to edit documents
simultaneously. Changes are reflected instantly, enabling teams to collaborate effectively
without the need for back-and-forth emails.

. Version Control: Users can access and revert to previous versions of documents,

ensuring that changes can be tracked and mistakes easily corrected. This feature helps
maintain a clear history of modifications and contributions.

Integrated Communication: Google Chat and Google Meet are integrated into the
Workspace environment, enabling users to communicate and discuss documents without
leaving the platform. This integration streamlines workflow and fosters collaboration.

. Access and Permissions Management: Google Drive provides robust options for

sharing documents. Users can set permissions (view, comment, or edit) for specific
individuals or groups, ensuring that sensitive information is only accessible to authorized
personnel.

. Mobile Access: Google Workspace apps are available on mobile devices, allowing

teams to collaborate and access documents on the go. This flexibility supports remote
work and enhances productivity.

Best Practices for Team Productivity

To maximize productivity when using Google Workspace, consider implementing the following
best practices:

1.

Establish Clear Guidelines: Set expectations for how team members should
collaborate on documents, including naming conventions, folder structures, and version
control practices.

Utilize Comments and Suggestions: Encourage team members to use the comment
feature for feedback and suggestions instead of making direct edits. This approach
preserves the original content and facilitates constructive discussions.

Regular Check-Ins: Schedule regular meetings or check-ins using Google Meet to
discuss project progress and address any challenges. This practice helps keep everyone
aligned and fosters accountability.
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4. Leverage Templates: Use and create templates for frequently used documents (e.g.,
reports, proposals) to save time and maintain consistency across the team.

5. Train Team Members: Invest time in training team members on Google Workspace
features and tools to ensure everyone is equipped to utilize the platform effectively.

By adopting these practices, teams can enhance their collaboration efforts, streamline
workflows, and improve overall productivity within Google Workspace.

For more detailed information on Google Workspace and its collaboration features, you can visit:

1. Google Workspace Overview
2. Best Practices for Using Google Docs
3. Google Workspace Collaboration Tools
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3.10 Google Docs

Google Docs
* Features of Google Docs for Document Management

+ Cloud-Based Access: Google Docs operates entirely in the cloud, allowing users
to access their documents from any device with an internet connection. This
eliminates the need for local storage and facilitates easy access.

» Version Control: Google Docs automatically saves document versions as
changes are made, allowing users to track revisions, restore previous versions,
and maintain an accurate history of document changes.

+ Templates and Formatting Options: Users can utilize a variety of pre-designed
templates for different document types (e.g., reports, memos, letters) and access
extensive formatting options to enhance document presentation.

+ Commenting and Suggestions: The commenting feature allows users to leave
feedback directly within the document, while the "suggestions" mode enables
collaborators to propose edits that can be accepted or rejected by the document
owner.

+ Add-Ons and Integrations: Google Docs supports various third-party add-ons
that can enhance functionality, such as tools for document signing, citation
management, and additional formatting features. It also integrates seamlessly with
other Google Workspace applications (e.g., Google Sheets, Google Slides) for a
cohesive workfiow.

+ Offline Editing: Users can enable offline mode to edit documents without an
internet connection. Changes will automatically sync once connectivity is restored,
ensuring uninterrupted productivity.

* Real-Time Collaboration and Sharing

+ Simultaneous Editing: Multiple users can edit a document at the same time, with
real-time updates visible to all collaborators. This fosters teamwork and enhances
productivity by allowing for immediate input and adjustments.

+ Customizable Sharing Settings: Users can easily share documents with others
by granting different levels of access (e.g., view-only, comment, or edit
permissions), ensuring control over who can interact with the document.

+ Comments and Chat Features: In addition to commenting, Google Docs
includes a built-in chat feature that allows collaborators to communicate in real
time while working on the document, facilitating immediate discussions and
decision-making.

* Notifications and Activity Tracking: Users can receive notifications about
changes made to shared documents, helping them stay informed about ongoing
updates. The activity dashboard provides a summary of who accessed or edited
the document and what changes were made.
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* Integration with Google Drive: Documents created in Google Docs are
automatically stored in Google Drive, enabling easy organization, retrieval, and
sharing of files within the broader Google ecosystem.
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3.11 Box

Secure File Sharing and Document Management with Box

Box is a cloud-based document management system that focuses on secure file sharing,
collaboration, and document management. It is particularly well-suited for businesses and
organizations that prioritize data security and compliance. Key features include:

1. Robust Security Features: Box offers advanced security measures, including

encryption at rest and in transit, granular permissions, and customizable security settings.
This ensures that sensitive documents are protected from unauthorized access and
breaches Certifications**: Box is compliant with various regulatory standards, including
GDPR, HIPAA, and ISO 27001. This makes it a reliable choice for industries that require
strict compliance measures .

. Version ails: Users can track changes and access a history of document revisions,

which helps maintain document integrity and accountability. The audit trail feature allows
organizations to monitor who accessed or modified documents, providing transparency .

. User-Friendly Interface

user interface that simplifies the process of uploading, sharing, and managing files. Users
can organize documents into folders, making it easy to locate and access important
information .

Integrations and Use Cases

Box integrates sea third-party applications, enhancing its functionality and utility. Notable
integrations include:

1. Office 365 and Google Workspace: Users can edit documents directly within Box

using familiar tools like Word or Google Docs, allowing for real-time collaboration while
keeping documents securely stored in the Box environment .

. Collaboration Tools: Box integrates with collaboration platfnd Microsoft Teams,

enabling users to share files and collaborate on projects without leaving their preferred
communication channels .

. Custom Applications: Box provides an API that allows businesses to create custored to

their specific needs, further enhancing the platform's versatility .

Use Cases

Healthcare: Medical organizations use Box to store and share patient records securence
with healthcare regulations.

Legal: Law firms utilize Box for securely sharing sensitive documents, maintaining client
confidentiality, and ensuring secure collaboration on legal matters.
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* Education: Educational institutions use Box to manage course materials and facilitate
collaboration between students and faculty while ensuring data privacy.

Box's combination of security features, compliance, and integrations makes it a powerful tool for
organizations looking to manage documents securely while fostering collaboration.

For further information, you can explore the following sources:

1. Box Security Features
2. Box Integrations
3. Box for Business
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3.12 eGroupware
1. Overview of eGroupware

» Definition: eGroupware is an open-source groupware and collaboration software
designed to enhance teamwork, communication, and document management within
organizations.

» History: Developed initially in 2000, eGroupware has evolved into a comprehensive suite
of tools aimed at improving productivity and collaboration in both small and large
organizations.

+ Deployment Options: Available as both a self-hosted solution and a cloud service,
offering flexibility in how organizations choose to implement it.

2. Collaboration Features

* Project Management:
« Task Management: Allows users to create, assign, and track tasks, helping
teams stay organized and meet deadlines.
+ Gantt Charts: Visual project planning tools to represent project timelines and
dependencies effectively.
Document Management:
 File Sharing: Enables secure sharing of documents among team members, with
version control to track changes.
* Document Collaboration: Allows multiple users to work on documents
simultaneously, enhancing collaborative efforts.
+ Communication Tools:
* Integrated Messaging: Built-in messaging system to facilitate quick
communication among team members.
+ Calendar and Scheduling: Shared calendars to manage appointments,
deadlines, and events, promoting better time management and coordination.
Email Integration:
+ Centralized Email Management: Users can manage their emails directly within
eGroupware, allowing for seamless communication and tracking.
+ Time Tracking:
« Time Logging: Enables users to log hours worked on various tasks and projects,
aiding in performance evaluation and resource management.

3. Integration with Other Business Tools

* Third-Party Integrations:
» API Support: eGroupware provides APIs that allow integration with various third-
party applications, enabling users to extend its functionality.
* Web Services: Supports integration with other web services to streamline
workflows and data exchange between systems.
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» Office Suite Compatibility:

* Integration with Document Editors: eGroupware can connect with popular
office suites like LibreOffice and Microsoft Office, allowing users to edit documents
directly within the platform.

CRM and ERP Systems:

+ Customer Relationship Management (CRM): Integrates with CRM systems to
manage customer data, sales activities, and communications in a centralized
location.

+ Enterprise Resource Planning (ERP): Compatible with ERP systems to ensure
data consistency across business operations and enhance overall efficiency.

Task and Project Management Tools:

* Integration with Other Project Management Software: eGroupware can
connect with popular project management tools, allowing users to synchronize
tasks and timelines effectively.

+ Communication Platforms:
* Integration with Messaging Apps: Compatible with platforms like Slack and
Microsoft Teams for enhanced communication and collaboration across teams.
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3.13 ownCloud

ownCloud

+ Self-Hosted Document Management Solution

Customization and Control: ownCloud allows organizations to host their
document management system on their own servers, providing complete control
over data storage, configuration, and system customization to meet specific
business needs.

Scalability: As a self-hosted solution, ownCloud can easily scale to accommodate
growing amounts of data and an increasing number of users, making it suitable for
organizations of various sizes.

Integration Capabilities: ownCloud supports integration with a wide range of
third-party applications and services, allowing organizations to create a cohesive
IT ecosystem. This includes connectors to popular office suites, productivity tools,
and enterprise applications.

File Synchronization: Users can synchronize files across multiple devices
seamlessly, ensuring that they have access to the most current versions of
documents no matter where they are working.

Versioning and File Recovery: ownCloud provides version control for
documents, enabling users to track changes, revert to previous versions, and
recover deleted files, thus safeguarding against accidental loss of important data.
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+ Security Features and User Collaboration

Data Encryption: ownCloud offers robust encryption options for data both at rest
and in transit, ensuring that sensitive documents remain protected from
unauthorized access and breaches.

Access Controls and Permissions: Administrators can set granular access
controls, allowing organizations to define who can view, edit, or share specific
documents based on user roles, thereby enhancing security.

Two-Factor Authentication (2FA): To further enhance security, ownCloud
supports two-factor authentication, adding an extra layer of protection against
unauthorized access.

Collaboration Tools: ownCloud provides built-in collaboration features such as
file sharing, commenting, and task management, facilitating effective teamwork
among users within the organization.

Activity Monitoring and Auditing: Administrators can monitor user activity and
document access logs, allowing them to audit usage patterns, detect potential
security issues, and ensure compliance with data governance policies.
Integration with External Storage: ownCloud allows integration with external
storage services (e.g., Amazon S3, Dropbox), providing users with flexibility in how
and where they store their documents while maintaining access through a unified
interface.
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3.14 Dolibarr

Dolibarr

* Overview of Dolibarr as an ERP and CRM Solution

All-in-One Software: Dolibarr is an open-source ERP (Enterprise Resource
Planning) and CRM (Customer Relationship Management) solution designed for
small to medium-sized enterprises. It offers a comprehensive suite of tools to
manage various business operations, including finance, sales, inventory, and
human resources.

User-Friendly Interface: With its intuitive interface, Dolibarr allows users to
navigate the software easily, facilitating quick adoption and minimizing the learning
curve for new users.

Modular Architecture: Dolibarr’s modular approach enables organizations to
select and activate only the features they need, providing flexibility and scalability
as their business grows. Modules include invoicing, project management, HR, and
more.

Multi-Language and Multi-Currency Support: Dolibarr supports multiple
languages and currencies, making it suitable for international businesses and
enhancing its usability across different regions.

* Document Management Features in Dolibarr

Document Storage and Organization: Dolibarr allows users to upload and store
documents associated with various entities, such as customers, suppliers, and
projects, providing a centralized repository for easy access and management.
Version Control: The software supports version control for documents, enabling
users to track changes, revert to previous versions, and maintain a clear history of
document modifications.

Document Templates: Dolibarr includes customizable templates for invoices,
quotations, and other documents, allowing businesses to maintain consistency in
branding and presentation.

Workflow Management: Users can define and automate document workflows
within Dolibarr, streamlining processes such as approval workflows, notifications,
and task assignments.

Integration with External Storage: Dolibarr can integrate with cloud storage
services (e.g., Google Drive, Dropbox), allowing users to manage and access their
documents seamlessly alongside other business tools.

* Use Cases and Customization Options

Use Case 1: Project Management: Organizations can use Dolibarr to manage
projects by storing relevant documents (e.g., contracts, project plans) within the
project module. This enhances collaboration among team members and keeps all
project-related information organized.
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* Use Case 2: Sales and Customer Relationship Management: Sales teams
can store customer-related documents (e.g., proposals, contracts) directly within
the customer profile in Dolibarr. This ensures that all relevant information is easily
accessible, facilitating better communication and relationship management.

» Customization Options: Dolibarr provides a range of customization options,
including the ability to add new modules, customize fields and forms, and integrate
third-party applications. This flexibility allows organizations to tailor the software to
their unique business processes and requirements.

« Community and Support: As an open-source solution, Dolibarr benefits from a
vibrant community of users and developers. Organizations can access forums,
documentation, and user-contributed resources for support and guidance in
implementation and customization.
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3.15 Odoo

Introduction to Odoo and its Integrated Features

Comprehensive Business Management Solution: Odoo is an open-source
suite of business applications designed to help companies manage various
aspects of their operations, including sales, inventory, project management, and
accounting. It offers an integrated platform that allows for seamless collaboration
across different departments.

Modular Architecture: Odoo's modular design enables businesses to choose
and implement only the applications that meet their specific needs. With over 30
core applications and thousands of third-party modules, Odoo can be tailored to fit
organizations of any size.

User-Friendly Interface: The intuitive and modern interface of Odoo facilitates
easy navigation and enhances user experience, making it accessible to users with
varying levels of technical expertise.

Mobile Access: Odoo provides mobile access to its applications, allowing users
to manage their tasks and documents on the go, which is particularly useful for
remote and field employees.

* Document Management Capabilities in Odoo

Document Storage and Organization: Odoo allows users to store documents
related to customers, suppliers, projects, and products within their respective
modules, providing a centralized document repository for easy access.
Integration with Odoo Studio: Users can customize document management
features through Odoo Studio, enabling them to create custom fields, views, and
reports that suit their specific workflow requirements.

Automated Document Generation: Odoo can automatically generate
documents such as invoices, quotations, and contracts based on predefined
templates and data entered into the system, streamlining administrative tasks.
Collaboration Tools: Odoo offers built-in collaboration features, allowing users to
share documents, add comments, and track changes in real-time, which fosters
effective teamwork and enhances communication among users.

Version Control and Audit Trails: Odoo tracks document versions and
maintains audit trails, ensuring that users can access historical versions of
documents and see a complete history of changes made.
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* Customization and Use Cases for Odoo in Business Environments

Use Case 1: Sales Management: Sales teams can leverage Odoo to manage
customer relationships by storing sales contracts, proposals, and communication
logs directly within the CRM module, enabling easy access to essential documents
and enhancing customer interactions.

Use Case 2: Project Management: In project management environments, Odoo
allows teams to attach project-related documents (e.g., plans, reports,
deliverables) within the project module, facilitating better collaboration and
organization of project materials.

Use Case 3: Human Resources: HR departments can use Odoo to manage
employee records, contracts, and onboarding documents within the HR module,
ensuring that all employee-related information is securely stored and easily
retrievable.

Customization Options: Odoo offers extensive customization capabilities,
allowing businesses to modify existing applications or develop new ones tailored to
their unique processes. This includes creating custom workflows, automating
tasks, and integrating with other software tools.

Community and Marketplace: Odoo has a large community of developers and
users, providing access to a marketplace filled with additional modules and
extensions that can further enhance the software’s capabilities and adapt it to
diverse business needs.
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3.16 OpenProject

+ Overview of OpenProject as a Project Management Tool

+ Comprehensive Project Management Solution: OpenProject is an open-
source project management software designed to facilitate collaborative project
planning, tracking, and execution. It caters to a variety of industries and is
particularly well-suited for teams that require strong collaboration and
transparency in their project management processes.

+ Features and Functionality: OpenProject offers a range of features, including
project timelines, task management, resource allocation, budgeting, and reporting.
Its user-friendly interface and customizable dashboards enable teams to visualize
project progress effectively.

» Agile and Traditional Methodologies: The tool supports both Agile and
traditional project management methodologies, allowing teams to choose the
approach that best fits their workflows, whether they are managing software
development projects or construction timelines.

* Integration of Document Management Features

+ Centralized Document Repository: OpenProject allows users to upload and
store documents related to projects, providing a centralized repository for easy
access and management. This integration ensures that all project-related
documentation is organized and easily retrievable.

» Version Control: OpenProject features version control for documents, allowing
users to track changes, manage revisions, and maintain a history of document
updates, ensuring that all team members are working with the latest information.

* Document Linking to Tasks and Milestones: Users can link documents
directly to specific tasks, milestones, or deliverables within the project, enhancing
context and ensuring that relevant information is readily available to team
members working on those tasks.

+ Collaboration Features: OpenProject enables team collaboration through
document comments, discussions, and notifications, fostering communication and
coordination among team members. This is particularly valuable when working on
complex projects that require input from multiple stakeholders.
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+ Use Cases for Collaboration and Project Documentation

» Use Case 1: Software Development Projects: In a software development
environment, teams can use OpenProject to manage project documentation, such
as requirements specifications, design documents, and test plans, all linked to
their respective project tasks. This enhances clarity and ensures that all team
members have access to essential documents throughout the project lifecycle.

+ Use Case 2: Construction and Engineering Projects: Construction teams can
leverage OpenProject to manage project blueprints, contracts, and compliance
documents, linking them to relevant phases of the project. This organization
improves communication among stakeholders and streamlines document approval
processes.

* Use Case 3: Research and Development: R&D teams can utilize OpenProject
to document experimental procedures, results, and findings within the project
management environment, facilitating collaboration between researchers and
ensuring that all relevant data is accessible in one location.

+ Customization Options: OpenProject offers customizable project templates,
workflows, and user permissions, allowing organizations to tailor the software to fit
their specific project management processes and documentation needs.

+ Community and Support: OpenProject has a robust community of users and
developers who contribute to its development and provide support through forums,
documentation, and user-contributed resources, ensuring that organizations can
find assistance and best practices for implementing the software effectively.
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3.17 WebOC (Web-Based One Customs)

WebOC (Web-Based One Customs)

* Overview of WebOC as the Customs System

Purpose and Functionality: WebOC is a web-based customs management
system designed to streamline and simplify customs clearance processes for
traders, customs agents, and regulatory authorities. It provides a platform for the
electronic submission of customs documentation, facilitating efficient trade and
compliance with customs regulations.

Integration with National Customs Authorities: WebOC integrates seamlessly
with national customs systems, ensuring that traders and agents can access real-
time information and submit necessary documentation electronically, reducing
reliance on paper-based processes.

* Features

Online Submission: WebOC allows users to submit customs declarations and
related documents online, significantly reducing processing times and eliminating
the need for physical paperwork. This feature enhances efficiency in the clearance
process.

Real-time Tracking: The system provides real-time tracking of shipments and
customs declarations, enabling traders and agents to monitor the status of their
submissions and receive updates on any required actions or approvals.
Integrated Communication: WebOC facilitates communication between traders,
customs authorities, and other stakeholders through integrated messaging and
notification systems, improving collaboration and reducing delays caused by
miscommunication.
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* Benefits for Traders and Customs Agents

* Increased Efficiency: By digitizing the customs submission process, WebOC
reduces manual data entry and minimizes processing delays, allowing traders and
customs agents to focus on other critical tasks.

+ Cost Savings: The online submission of documents reduces costs associated
with printing, mailing, and in-person submissions. Additionally, faster processing
times lead to quicker clearance of goods, minimizing storage fees and potential
demurrage charges.

+ Enhanced Compliance: WebOC ensures that traders have access to the latest
customs regulations and guidelines, helping them maintain compliance and avoid
penalties related to documentation errors or omissions.

* Improved Transparency: The real-time tracking feature increases transparency
in the customs process, allowing traders and agents to provide better service to
their clients by keeping them informed of their shipments' status.

+ Case Studies on Successful Implementations

» Case Study 1: Country X Customs Authority: Following the implementation of
WebOC, Country X reported a 30% reduction in customs clearance times. The
customs authority noted improved accuracy in documentation submissions and
enhanced user satisfaction among traders and customs agents.

» Case Study 2: Import/Export Company Y: Company Y leveraged WebOC to
automate its customs submission process, resulting in significant time savings.
The company reported a 25% increase in operational efficiency and a reduction in
compliance-related issues, as the system provided real-time updates on regulatory
changes.

+ Case Study 3: Freight Forwarding Company Z: By adopting WebOC,
Company Z improved communication with customs authorities, leading to faster
resolution of issues. The company achieved a 40% reduction in delays related to
customs documentation, allowing them to enhance their service offerings to
clients.

+ Feedback and Adaptation: User feedback from various implementations has led
to continuous improvements in WebOC, ensuring that it meets the evolving needs
of traders and customs agents.
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Chapter 4. Workflow Automation in Document Management

4.1. Understanding Workflow Automation

Definition and Importance: Workflow automation involves the use of technology to
automate processes and tasks within document management systems, reducing manual
effort and improving efficiency.
Key Components:
* Processes and Tasks: Identification of repetitive tasks and processes that can
be automated to streamline document handling.
* Rules and Triggers: Establishing rules and triggers that define when and how
tasks should be executed within the workflow.
* Document Flow: Managing the flow of documents through various stages of
processing, approval, and archiving.
Benefits:
* Increased Efficiency: Automating routine tasks reduces processing time and
minimizes errors, allowing staff to focus on higher-value activities.
* Improved Compliance: Automation ensures that processes adhere to
organizational policies and regulatory requirements, enhancing accountability.
+ Enhanced Collaboration: Workflow automation facilitates better collaboration
among teams by providing clear visibility into document status and responsibilities.
+ Cost Reduction: By eliminating manual processes and increasing productivity,
organizations can reduce operational costs associated with document
management.

4.2. Tools for Workflow Automation

Document Management Systems: Many DMS solutions come equipped with built-in
workflow automation features that allow users to create, manage, and monitor workflows.
Business Process Management (BPM) Software: BPM tools provide comprehensive
capabilities for modeling, executing, and optimizing workflows across document
management processes.

Robotic Process Automation (RPA): RPA tools can automate repetitive tasks by
mimicking user actions, allowing for integration with existing systems without requiring
significant changes.

Integration Platforms: Tools like Apache Camel and others enable integration between
various applications and systems, facilitating seamless data flow and workfiow
automation.
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4.3. Apache Camel
» Overview of Apache Camel

+ Definition: Apache Camel is an open-source integration framework that enables
the integration of various systems using a variety of protocols and data formats.

+ Enterprise Integration Patterns (EIPs): Camel provides a set of pre-defined
patterns for solving common integration problems, making it easier to design and
implement workflows.

+ Components: Camel supports numerous components for connecting to different
systems, including REST, SOAP, JMS, FTP, and more.

* Use Cases for Integration in Document Management

« Data Synchronization: Apache Camel can synchronize data between document
management systems and other applications, ensuring that all platforms have the
latest information.

+ Automated Document Routing: Camel can route documents to the appropriate
workflows or processes based on predefined criteria, enhancing efficiency in
document handling.

* Notifications and Alerts: Integrating Apache Camel with notification systems
allows organizations to automate alerts for document approvals, updates, or
deadlines, improving communication.

* Reporting and Analytics: By integrating data from multiple sources, Camel can
facilitate the generation of reports and analytics related to document management
performance.

* Benefits of Apache Camel for Workflow Automation

» Flexibility: Apache Camel’s support for multiple protocols and data formats
provides flexibility in integrating various systems and automating workflows
tailored to organizational needs.

» Scalability: Organizations can easily scale their document management
workflows by adding or modifying components without significant restructuring of
existing processes.

» Cost-Effective: As an open-source framework, Apache Camel can be
implemented at a lower cost compared to proprietary integration solutions, making
it accessible for organizations of all sizes.

+ Community Support: Apache Camel has a strong community and extensive
documentation, providing resources and support for users to effectively implement
and troubleshoot integrations.
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Chapter 5: Data Formats and Protocols in Document
Management

1. XML (Extensible Markup Language)
* Importance of XML in Document Management

« Data Structuring: XML provides a flexible and standardized way to structure and
store data, making it easier to share and manage documents across different
systems.

* Interoperability: As a widely accepted format, XML facilitates interoperability
between various document management systems and applications, allowing for
seamless data exchange.

+ Human-Readable Format: XML is both machine-readable and human-readable,
making it easier for users to understand the data structure and content.

+ Extensibility: Users can create custom tags and structures to meet specific
needs, allowing for tailored solutions in document management.

+ Use Cases for XML in Data Exchange

» Data Sharing Between Systems: XML is commonly used to exchange data
between different document management systems, enabling organizations to
consolidate information from various sources.

+ Metadata Management: XML can be used to store metadata associated with
documents, enhancing searchability and retrieval processes in document
management systems.

* Web Services and APIs: Many web services and APIs use XML as a standard
format for data exchange, facilitating communication between applications in
document management workflows.

* Document Formats: XML serves as the basis for various document formats,
such as XHTML, SVG, and Office Open XML (used in Microsoft Office
documents), allowing for consistent document handling and processing.

2. EDI (Electronic Data Interchange)
* Overview of EDI in Document Management

* Definition and Purpose: EDI is the electronic exchange of structured data
between organizations, eliminating the need for paper-based documents and
manual processes in document management.

+ Standards and Protocols: EDI uses specific standards (such as ANSI X12,
EDIFACT) to format data for efficient exchange, ensuring consistency and
compatibility between trading partners.
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* Applications in Business Transactions

» Order Processing: EDI streamlines order processing by enabling electronic
purchase orders and invoices, reducing errors and processing times in document
management.

» Shipping and Logistics: EDI facilitates communication between suppliers and
logistics providers, enabling real-time tracking and documentation of shipments,
improving efficiency in supply chain management.

* Invoices and Payments: EDI enables the electronic submission of invoices and
payment requests, automating financial transactions and reducing administrative
burdens in document management.

* Inventory Management: Organizations can use EDI to exchange inventory data,
ensuring that all parties have up-to-date information on stock levels and
availability, enhancing decision-making in document management.

3. SWIFT (Society for Worldwide Interbank Financial Telecommunication)
* Role of SWIFT in Document Management for Financial Transactions

* Overview of SWIFT: SWIFT is a global messaging network that enables secure
financial transactions and information exchange between banks and financial
institutions.

+ Standardized Messaging Protocols: SWIFT uses standardized message
formats (such as MT and MX messages) to ensure secure and efficient
communication, which is critical for document management in financial
transactions.

+ Use Cases in Banking and Finance

* Cross-Border Payments: SWIFT facilitates secure and efficient cross-border
payments, ensuring that financial documents are exchanged accurately and
promptly between banks.

* Trade Finance Documentation: SWIFT is used to manage trade finance
documents, such as letters of credit and guarantees, streamlining the process and
enhancing security in international trade.

* Regulatory Reporting: Financial institutions use SWIFT to transmit regulatory
reports and compliance documents to authorities, ensuring adherence to legal
requirements and improving transparency.

+ Customer Communication: Banks leverage SWIFT messaging to communicate
with customers about account statements, transaction notifications, and other
important financial documents, enhancing customer service in document
management.
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Chapter 6. Digital Currencies in Document Management

Digital Currencies in Document Management Systems
1. Introduction to Digital Currencies
* Overview of Cryptocurrencies

» Definition: Digital currencies that use cryptography for security and operate on
decentralized networks based on blockchain technology.
* Types of Cryptocurrencies: Overview of different cryptocurrencies, such as
Bitcoin, Ethereum, and others, highlighting their unique features and uses.
* Market Trends: Discussion of the growing adoption of cryptocurrencies, market
capitalization trends, and the increasing interest from investors and businesses.
+ Advantages of Digital Transactions

» Speed and Efficiency: Digital transactions can be processed quickly, often within
minutes, eliminating the delays associated with traditional banking systems.

+ Lower Transaction Costs: Digital currencies often incur lower transaction fees
compared to traditional banking and credit card systems, making them cost-
effective for both consumers and businesses.

» Global Accessibility: Cryptocurrencies enable cross-border transactions without
the need for currency conversion, allowing for easier access to global markets.

+ Enhanced Security: The use of cryptographic techniques and blockchain
technology provides a higher level of security, reducing the risk of fraud and
unauthorized access.

+ Transparency and Traceability: Transactions on a blockchain are recorded in a
public ledger, providing transparency and the ability to trace the flow of funds,
which is beneficial for auditing and compliance.

Table of contents




2. Nano and Litecoin

* Features of Nano and Litecoin

« Nano

» Overview: A cryptocurrency designed for instant transactions with zero
fees, leveraging a unique block-lattice structure for high scalability.
* Key Features:

e Litecoin

Instant Transactions: Nano enables near-instantaneous
transactions without the need for mining, making it suitable for
everyday use.

No Transaction Fees: Users can send and receive Nano without
incurring fees, promoting microtransactions and accessibility.
Energy Efficiency: Nano's consensus mechanism is energy-
efficient compared to traditional proof-of-work systems, reducing the
environmental impact.

» Overview: Often referred to as the silver to Bitcoin’s gold, Litecoin is a
peer-to-peer cryptocurrency designed for fast and low-cost transactions.
* Key Features:

Faster Block Generation: Litecoin has a shorter block generation
time (2.5 minutes) compared to Bitcoin (10 minutes), facilitating
quicker transaction confirmations.

Lower Transaction Fees: Transaction fees on the Litecoin network
are typically lower than those on Bitcoin, making it an attractive
option for users.

Scrypt Algorithm: Litecoin uses the Scrypt algorithm, which is
designed to be memory-intensive, promoting a more decentralized
mining ecosystem.

+ Use Cases for Cryptocurrencies in Document Management and Transactions

« Document Verification and Authentication: Cryptocurrencies can be used to
create unique digital signatures for documents, ensuring authenticity and
preventing tampering.

« Smart Contracts: Utilizing smart contracts on platforms like Ethereum,
organizations can automate document management processes, such as approvals
and payments, reducing manual intervention and errors.

+ Secure Payment Processing: Companies can accept cryptocurrencies like
Nano and Litecoin for transactions, enabling fast and secure payments for
services, including document management solutions.

* Microtransactions for Document Services: The zero fees associated with
Nano and the low transaction costs of Litecoin make them ideal for
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microtransactions, such as paying for specific document retrieval or processing
services.

* International Transactions: Cryptocurrencies can simplify international
transactions, eliminating the need for currency conversion and providing a
seamless experience for global clients in document management.
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Chapter 7. Security and Compliance in Document
Management

Security in Document Management Systems

1. Importance of Security in Document Management

Protection of Sensitive Information: Document management systems (DMS) often
contain sensitive information, including personal data, financial records, and proprietary
business information. Implementing robust security measures helps prevent unauthorized
access and data breaches.

Maintaining Customer Trust: In an era where data privacy is paramount, maintaining
the security of customer information is crucial for building and retaining trust. Breaches
can lead to loss of reputation and customer loyalty.

Ensuring Business Continuity: Security breaches can disrupt business operations. By
securing documents and data, organizations can minimize downtime and maintain
operational integrity in the face of potential threats.

Preventing Financial Loss: Data breaches can result in significant financial losses due
to legal penalties, recovery costs, and the fallout from lost business. Effective document
security is a key component of risk management strategies.

Facilitating Compliance: Many industries have stringent regulatory requirements
regarding data protection. Strong security measures ensure that organizations meet
these requirements and avoid penalties.

2. Compliance Regulations

General Data Protection Regulation (GDPR)

» Overview: GDPR is a comprehensive data protection regulation in the European
Union that sets strict guidelines for the collection and processing of personal
information.

* Relevance to Document Management: Organizations must ensure that
documents containing personal data comply with GDPR requirements, including
consent, data access rights, and data breach notifications.

Health Insurance Portability and Accountability Act (HIPAA)

* Overview: HIPAA is a U.S. regulation that sets standards for protecting sensitive
patient health information.

* Relevance to Document Management: Healthcare organizations must
implement specific security measures for managing documents related to patient
data, including access controls and audit trails.
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+ Payment Card Industry Data Security Standard (PCI DSS)

» Overview: PCI DSS is a set of security standards designed to ensure that
companies that accept, process, store, or transmit credit card information maintain
a secure environment.

* Relevance to Document Management: Businesses must secure financial
documents and payment data in compliance with PCI DSS requirements to protect
against fraud and data breaches.

+ Sarbanes-Oxley Act (SOX)

+ Overview: SOX is a U.S. law that mandates strict reforms to enhance financial
disclosures from corporations.

* Relevance to Document Management: Organizations must retain specific
financial documents for a set period and ensure their security to prevent fraud and
enhance accountability.

3. Best Practices for Document Security
* Access Controls

* Role-Based Access: Implement role-based access controls (RBAC) to ensure
that only authorized personnel can access sensitive documents based on their job
responsibilities.

* Multi-Factor Authentication: Use multi-factor authentication (MFA) to enhance
security, requiring users to provide multiple forms of verification before accessing
documents.

* Data Encryption

+ Encryption at Rest and in Transit: Encrypt documents both at rest (stored data)
and in transit (data being transferred) to protect sensitive information from
unauthorized access.

* Regular Audits and Monitoring

» Conduct Security Audits: Regularly conduct security audits to assess the
effectiveness of document security measures and identify vulnerabilities.
» Continuous Monitoring: Implement continuous monitoring systems to detect and
respond to unauthorized access attempts and data breaches in real-time.
+ Employee Training and Awareness

» Security Training Programs: Provide regular training sessions for employees on
document security best practices, including recognizing phishing attempts and
handling sensitive information securely.

» Establish a Security Culture: Foster a culture of security awareness throughout
the organization, encouraging employees to prioritize document security in their
daily activities.
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+ Data Backup and Recovery

* Regular Backups: Implement regular data backup procedures to ensure that
documents can be recovered in case of data loss due to breaches or disasters.

+ Disaster Recovery Plans: Develop comprehensive disaster recovery plans that
outline procedures for restoring document management systems and ensuring
business continuity.

4. Risk Management in Document Management

+ ldentifying Potential Risks
* Risk Assessment: Conduct a thorough risk assessment to identify potential
threats to document security, including unauthorized access, data breaches, and
physical theft.
+ Implementing Mitigation Strategies
+ Developing a Risk Mitigation Plan: Create a risk mitigation plan that outlines
specific actions to reduce identified risks, such as implementing access controls
and enhancing data encryption.
* Monitoring and Reviewing Risks
+ Continuous Risk Monitoring: Establish processes for continuous monitoring of
document management security and regularly review and update risk
management strategies based on evolving threats.
* Incident Response Planning
+ Create an Incident Response Plan: Develop an incident response plan that
outlines steps to take in the event of a security breach, including containment,
investigation, and notification procedures.
* Conduct Incident Response Drills: Regularly conduct drills to prepare staff for
responding effectively to security incidents, ensuring that everyone understands
their roles and responsibilities.
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Chapter 8. Document Retention Policies

Retention Policies in Document Management Systems

1. Importance of Retention Policies

Legal Compliance: Retention policies ensure that organizations comply with legal and
regulatory requirements regarding the duration for which certain documents must be
retained. Non-compliance can lead to legal penalties and financial losses.

Risk Management: Proper retention policies help mitigate risks associated with data
breaches, litigation, and audits by ensuring that sensitive documents are kept secure and
destroyed after their retention period.

Operational Efficiency: By establishing clear guidelines on document retention,
organizations can streamline their information management processes, reducing clutter
and making it easier to locate essential documents when needed.

Cost Savings: Retaining documents longer than necessary can lead to increased
storage costs. Effective retention policies help organizations save on both physical and
digital storage expenses by ensuring timely disposal of outdated records.

Knowledge Preservation: Retention policies contribute to the preservation of valuable
organizational knowledge by ensuring that important documents are retained for as long
as they are relevant to the organization’s operations.

2. Designing Effective Retention Policies

Assessing Document Types: Identify the various types of documents the organization
handles and categorize them based on their importance and legal requirements. This
could include financial records, employee records, client contracts, and operational
documents.

Determining Retention Periods: Establish clear retention periods for each category of
documents. Consider legal, regulatory, and business requirements to determine how long
documents should be kept before they can be safely disposed of.

Incorporating Legal and Regulatory Requirements: Ensure that retention policies
are in compliance with relevant laws and regulations, such as GDPR, HIPAA, or industry-
specific standards, to avoid legal liabilities.

Creating a Disposal Process: Develop a secure disposal process for documents that
have reached the end of their retention period. This may involve shredding physical
documents and securely deleting digital files to prevent unauthorized access.

Training and Communication: Train employees on the importance of retention policies
and how to implement them effectively. Ensure that there is clear communication about
retention guidelines across the organization.
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* Regular Policy Review: Establish a regular review process for retention policies to
ensure they remain up-to-date with changing regulations, technology, and business
practices. This can help the organization adapt to new challenges and maintain
compliance.

3. Case Studies on Retention Compliance

» Case Study 1: Healthcare Provider Compliance

Background: A healthcare provider implemented a robust retention policy to
comply with HIPAA regulations, which dictate specific retention periods for patient
records.

Approach: The organization categorized patient records, established retention
timelines, and trained staff on compliance procedures.

Outcome: By adhering to the retention policy, the healthcare provider successfully
passed regulatory audits and minimized risks associated with potential breaches
of patient confidentiality.

+ Case Study 2: Financial Institution's Document Management

Background: A financial institution faced challenges managing a vast amount of
documentation due to regulatory requirements for record-keeping.

Approach: The institution developed a retention policy that included automated
workflows for document retention and disposal, ensuring compliance with
regulatory timelines.

Outcome: This led to significant cost savings in storage and improved efficiency in
document retrieval, allowing the institution to focus more on customer service
rather than document management.

+ Case Study 3: Manufacturing Company’s Risk Mitigation

« Background: A manufacturing company implemented a retention policy to

mitigate risks associated with product liability claims.

Approach: The policy included specific retention periods for production records,
quality control documents, and warranty claims.

Outcome: By retaining relevant documentation for the required period, the
company was able to defend itself effectively against potential claims,
demonstrating its commitment to quality and compliance.
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Chapter 9. Export Industry Documentation

Key Documents in the Export Process

1. Key Documents
« Commercial Invoices

» Definition: A commercial invoice is a document issued by the seller to the buyer,
detailing the products sold and the amount due.
* Purpose: It serves as a bill for the goods, providing essential information such as
product descriptions, quantities, prices, payment terms, and shipping detalils.
* Importance: This document is crucial for both the seller and the buyer, as it
serves as the basis for payment and is used for customs declarations.
 Bills of Lading

» Definition: A bill of lading (BOL) is a legal document between the shipper and the
carrier, acknowledging the receipt of cargo for shipment.
* Purpose: It acts as a contract for the transportation of goods, a receipt for the
goods, and can also serve as a document of title.
* Importance: Bills of lading are vital for tracking shipments and are often required
for the release of goods at the destination port.
» Certificates of Origin

+ Definition: A certificate of origin is a document declaring the country in which the
goods were manufactured.
* Purpose: It is often required by customs authorities to determine the origin of the
goods for tariff purposes.
* Importance: This document helps facilitate international trade and can impact the
duty rates applicable to the imported goods.
+ Export Licenses and Permits

» Definition: Export licenses and permits are official documents issued by
government authorities that authorize the export of specific goods.

* Purpose: These licenses are necessary for controlled or regulated goods and
ensure compliance with international trade regulations.

» Importance: Obtaining the correct export licenses is crucial to avoid legal issues
and potential penalties.
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Customs Declarations

» Definition: A customs declaration is a document submitted to customs authorities
declaring the details of goods being exported.

* Purpose: It includes information on the nature of the goods, their value, and the
destination, which is necessary for calculating duties and ensuring compliance
with regulations.

* Importance: Accurate customs declarations are essential for smooth passage
through customs and to avoid delays or fines.

2. Importance of Accurate Documentation

Facilitates Smooth Customs Clearance: Accurate and complete documentation
expedites the customs clearance process, reducing the risk of delays at ports.

Ensures Compliance with Regulations: Proper documentation is vital for compliance
with both local and international trade regulations, minimizing the risk of legal issues.
Reduces Financial Risks: Accurate commercial invoices and other financial documents
help prevent disputes over payments and ensure that exporters receive timely
compensation for their goods.

Enhances Credibility: Maintaining meticulous records and documentation enhances the
exporter’s credibility with customers, suppliers, and regulatory authorities.

3. Challenges in Document Management for Exporters

Complexity of Regulations: Exporters often face challenges in keeping up with varying
regulations and documentation requirements across different countries.

Risk of Errors: Human error in document preparation can lead to significant delays,
fines, and compliance issues, emphasizing the need for careful attention to detail.
Integration of Technology: Many exporters struggle to effectively implement digital
document management systems, leading to inefficiencies in tracking and retrieving
important documents.

Data Security: Protecting sensitive documentation from unauthorized access or
breaches is a significant concern for exporters, necessitating robust security measures.
Staff Training: Ensuring that staff members are adequately trained in documentation
procedures and compliance requirements is essential but can be a challenge for many
organizations.

Supply Chain Coordination: Effective document management requires coordination
among various stakeholders in the supply chain, which can be complicated by
geographical and organizational barriers.
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Chapter 10. Rice Exports and Documentation

Note one of the reasons this book was created was because one of our clients. Conwill Private
Limited requested a document management system. So in order to explain what was available in
the market, this book was created.

The requirements of other clients over the last 3 or more decades are also included in this book.

1. Overview of the Rice Export Industry
» Global Context:
» Discuss the significance of rice as a staple food and its role in the global
agricultural market.
* Present statistics on rice production and major exporting countries, highlighting
leading exporters like India, Thailand, Vietnam, and Pakistan.
* Economic Impact:
» Explain the economic contributions of rice exports to countries' GDP, job creation,
and rural development.
» Discuss the challenges faced by rice exporters, such as price fluctuations, trade
barriers, and climate change.
* Trends and Opportunities:
» Explore current trends in the rice export market, such as organic rice production,
value-added products, and the impact of trade agreements.
* Identify opportunities for growth in emerging markets and changing consumer
preferences.

2. Specific Documents for Rice Exports

* Quality Certificates:
» Definition and Purpose: Explain what quality certificates are and their
importance in verifying the quality and grade of rice for international markets.
+ Issuing Authorities: Discuss the role of government bodies and third-party
inspection agencies in issuing quality certificates.
+ Key Components: Outline the essential components of a quality certificate, such
as grading, moisture content, and packaging standards.
* Phytosanitary Certificates:
+ Definition and Purpose: Define phytosanitary certificates and their significance
in certifying that the rice is free from pests and diseases.
* Regulatory Requirements: Discuss the international regulations governing
phytosanitary measures, including the role of the World Trade Organization
(WTO) and the International Plant Protection Convention (IPPC).
* Application Process: Describe the process of obtaining phytosanitary
certificates, including inspections and documentation requirements.
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* Export Permits:
* Definition and Purpose: Explain what export permits are and why they are
necessary for legal rice exports.
+ Types of Export Permits: Differentiate between general export permits and
specific permits based on destination countries or product types.
» Obtaining Export Permits: Outline the steps involved in applying for export
permits, including the necessary documentation and timelines.

3. Case Studies on Successful Rice Export Operations

» Case Study 1: India:
* Analyze a successful rice export operation in India, focusing on strategies
employed, documentation processes, and market entry.
» Discuss the challenges faced and how they were overcome, including regulatory
compliance and quality assurance.
+ Case Study 2: Thailand:
» Examine a prominent rice exporting company in Thailand, highlighting its supply
chain management, partnerships, and documentation best practices.
+ Discuss the impact of technology on improving efficiency and transparency in their
export processes.
+ Case Study 3: Pakistan:

Case Study 3: Pakistan - Successful Rice Export Operation
Overview

In Pakistan, rice is one of the most significant agricultural exports, with the country being among
the top exporters of Basmati and non-Basmati rice globally. One notable success story in the
Pakistani rice export industry is XYZ Rice Exporters, a company that has effectively
established itself as a leader in the market through its commitment to quality control, market
research, and customer relationship management.

Approach to Quality Control

* Quality Assurance Programs: XYZ Rice Exporters has implemented rigorous quality
assurance programs that adhere to both national and international standards. The
company employs a dedicated quality control team responsible for monitoring the entire
production process, from field selection to final packaging.

+ Testing Facilities: The company has invested in state-of-the-art testing facilities to
assess parameters such as moisture content, grain length, and the presence of
impurities. Regular sampling and testing ensure that only rice meeting stringent quality
criteria is exported.
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+ Certification Compliance: XYZ Rice Exporters has secured necessary quality
certifications, including ISO 9001 and HACCP, which validate its commitment to
maintaining high standards. These certifications not only enhance the company's
credibility but also facilitate smoother entry into international markets.

Market Research

+ Consumer Insights: To understand global market trends and consumer preferences,
XYZ Rice Exporters conducts regular market research. This involves analyzing demand
patterns, identifying potential markets, and understanding the needs of customers in
different regions.

» Competitive Analysis: The company keeps a close eye on competitors, evaluating their
strengths and weaknesses. This analysis helps XYZ Rice Exporters to position its
products effectively and differentiate itself through quality, branding, and pricing
strategies.

* Feedback Mechanism: Establishing a feedback mechanism allows the company to
gather insights from customers post-purchase. This information is invaluable for
improving product offerings and addressing any concerns promptly.

Customer Relationship Management

* Building Trust: XYZ Rice Exporters emphasizes building long-term relationships with its
clients. By maintaining open lines of communication, the company addresses inquiries
and resolves issues swiftly, fostering trust and loyalty.

+ Customized Solutions: Understanding that different markets have varying preferences,
the company offers customized packaging and branding solutions tailored to the needs of
its international clients. This flexibility helps meet specific market demands and enhances
customer satisfaction.

» After-Sales Support: The company provides robust after-sales support, ensuring clients
receive assistance even after the transaction is complete. This commitment to customer
service differentiates XYZ Rice Exporters from competitors and encourages repeat
business.

Innovative Practices in Documentation and Compliance

» Digital Document Management System: To streamline documentation processes,
XYZ Rice Exporters has adopted a digital document management system. This system
allows for the efficient storage, retrieval, and sharing of essential documents, such as
quality certificates and export permits.

+ Standard Operating Procedures (SOPs): The company has established clear SOPs
for documentation related to rice exports. These SOPs standardize processes, ensuring
consistency and compliance with international regulations. Employees are trained to
follow these procedures meticulously.
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+ Automated Compliance Monitoring: By leveraging technology, XYZ Rice Exporters
employs automated compliance monitoring tools that track regulatory changes and
ensure that all export documentation meets the latest requirements. This proactive
approach minimizes the risk of non-compliance and potential penalties.

* Blockchain Technology for Traceability: To enhance transparency and traceability in
the supply chain, the company is exploring the use of blockchain technology. This
innovation allows for real-time tracking of rice shipments and provides stakeholders with
verified information regarding product origins and quality, thereby reinforcing trust with
international buyers.

4. Strategies for Effective Document Management in Rice Exports

* Centralized Document Management Systems:

» Discuss the importance of a centralized system for storing and managing all
export-related documents, including quality certificates, phytosanitary certificates,
and export permits.

» Explore options for digital document management systems (DMS) that enhance
accessibility, security, and collaboration.

Standardization of Documentation:

 Highlight the benefits of standardizing documentation processes to ensure
consistency and compliance across all export operations.

» Discuss the development of templates and checklists to facilitate the
documentation process.

» Training and Capacity Building:
+ Emphasize the importance of training staff involved in documentation and
compliance to ensure they are knowledgeable about regulations and requirements.
» Explore opportunities for capacity-building initiatives, such as workshops and
seminars on best practices in export documentation.
* Monitoring and Compliance:

» Discuss the implementation of monitoring systems to track the status of
documentation and compliance with export regulations.

* Explore the use of technology, such as blockchain, for enhanced traceability and
accountability in the documentation process.

Collaboration with Stakeholders:

* Emphasize the importance of collaboration among exporters, regulatory
authorities, and inspection agencies to streamline the documentation process.

» Discuss the role of industry associations in providing guidance and resources for
effective document management in rice exports.
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Chapter 11. Container Management in Document
Management Systems

1. Overview of Container Management

Definition: Container management refers to the processes and systems involved in
tracking, organizing, and controlling the flow of containers within a supply chain. It
encompasses the physical and digital aspects of container handling.

Types of Containers: Discuss the various types of containers used in logistics, such as
shipping containers, storage containers, and intermediate bulk containers (IBCs).
Lifecycle of Containers: Outline the stages in the lifecycle of a container, from
procurement and use to return and maintenance.

2. Importance of Container Tracking and Management

Efficiency: Effective container management reduces delays and optimizes the movement
of goods, resulting in enhanced operational efficiency.

Cost Reduction: Proper tracking can lead to significant savings by minimizing losses,
theft, and misplacement of containers, which can incur high replacement costs.
Regulatory Compliance: Discuss the necessity of container tracking for compliance
with international shipping regulations and standards, such as customs documentation
and safety protocols.

Enhanced Visibility: Container management provides real-time visibility into the status
and location of containers, aiding in decision-making and improving customer service.
Risk Management: Identifying and managing risks associated with container handling,
including damage during transit, theft, or loss.

3. Use of Technology in Container Management

RFID and Barcode Solutions:
* RFID (Radio-Frequency ldentification):

« Definition: Explain how RFID technology works, utilizing electromagnetic
fields to automatically identify and track tags attached to objects
(containers).

« Advantages: Highlight benefits such as real-time tracking, reduced labor
costs, and accuracy in inventory management.

» Applications: Provide examples of RFID applications in container
management, such as tracking container status and location in warehouses
and during transportation.
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+ Barcode Solutions:
» Definition: Discuss traditional barcode technology, which uses printed
codes scanned by barcode readers to identify containers.
+ Advantages: Focus on cost-effectiveness, ease of implementation, and
widespread use in the logistics industry.
« Limitations: Address the limitations of barcode systems compared to
RFID, such as line-of-sight requirements and slower scanning rates.
* Integration of RFID and Barcodes: Discuss how both technologies can be used
together in a complementary manner to enhance container tracking and
management systems.

4. Integration of Container Management in Document Management Systems

Digital Transformation: Explain how integrating container management with document
management systems (DMS) contributes to the digital transformation of logistics
operations.

Streamlined Processes: Discuss how DMS can facilitate the efficient handling of
documents associated with container management, such as shipping manifests, invoices,
and customs declarations.

Data Synchronization: Highlight the importance of real-time data synchronization
between container management and DMS to ensure that all stakeholders have access to
up-to-date information.

Case Studies: Provide examples of organizations that have successfully integrated
container management with DMS, showcasing improved efficiency and reduced
operational costs.

Future Trends: Briefly discuss emerging trends in container management technology,
such as IoT (Internet of Things) applications for enhanced tracking and data analytics for
predictive insights.
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Chapter 12. Change Management in Document
Management Systems

1. Understanding Change Management
* Definition: Define change management as the structured approach to transitioning
individuals, teams, and organizations from a current state to a desired future state.
Emphasize its significance in the context of implementing document management
systems (DMS).
* Importance of Change Management:

» Discuss the role of change management in minimizing resistance, ensuring
smooth transitions, and achieving the desired outcomes of a DMS implementation.

» Highlight the impact of change on organizational culture, processes, and employee
behavior.

* Key Concepts:

+ Change Curve: Introduce the concept of the change curve, explaining the
emotional stages individuals go through during organizational change (e.g., shock,
denial, acceptance).

+ ADKAR Model: Briefly explain the ADKAR model (Awareness, Desire,
Knowledge, Ability, Reinforcement) as a framework for managing change
effectively.

2. Strategies for Successful Implementation

+ Assessing Readiness for Change:
+ Conduct assessments to determine the organization's readiness for change and
identify potential barriers.
* Use surveys, interviews, and focus groups to gauge employee attitudes and
expectations regarding the new DMS.
* Developing a Change Management Plan:
+ Qutline the steps involved in creating a comprehensive change management plan,
including:
» Obijectives: Clearly define the goals of the DMS implementation and the
desired outcomes.
« Timeline: Establish a realistic timeline for the transition, including key
milestones and deadlines.
» Resources: Identify the resources (e.g., budget, personnel, technology)
required for successful implementation.
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« Communication Strategy:
* Develop a communication plan to keep stakeholders informed about the change
process, including:
» Key messages: Craft messages that explain the benefits of the new DMS
and address potential concerns.
» Channels: Utilize various communication channels (e.g., emails, meetings,
newsletters) to reach different audiences effectively.
* Monitoring and Evaluation:
+ Establish metrics and KPIs to measure the success of the DMS implementation
and the effectiveness of the change management strategies.
» Conduct regular check-ins and feedback sessions to assess progress and make
necessary adjustments.

3. Stakeholder Engagement and Training

 Identifying Stakeholders:
* Define who the stakeholders are in the change process, including employees,
management, IT staff, and external partners.
» Discuss the importance of engaging stakeholders early in the change process to
gather insights and build support.
+ Stakeholder Engagement Strategies:
* Involve stakeholders in the planning and decision-making processes to ensure
their needs and concerns are addressed.
» Use focus groups, workshops, and feedback sessions to gather input and foster a
sense of ownership among stakeholders.
* Training Programs:
* Develop tailored training programs to equip employees with the skills and
knowledge needed to use the new DMS effectively.
» Types of Training:
» Hands-on training sessions for end-users on how to navigate and
utilize the DMS.
» Role-based training for specific functions (e.g., document
management, compliance, IT support).
+ Training Delivery Methods: Explore various training delivery methods,
including:
* In-person workshops
* Online tutorials and webinars
« User manuals and help documentation
» Continuous Support:
» Establish a support system to assist employees post-implementation, such as
helpdesks or ongoing training sessions.
* Encourage a culture of continuous learning and improvement, allowing employees
to provide feedback and suggest enhancements to the DMS.
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Chapter 13. Case Studies of Successful Document
Management Implementations

Implementations
1. Industry-Specific Case Studies

Healthcare
» Overview of Document Management Challenges in Healthcare

* Fragmentation of Information: Patient records often exist in various formats
and locations, leading to inefficiencies and difficulties in accessing comprehensive
patient histories.

« Compliance with Regulations: Healthcare organizations must adhere to strict
regulations (e.g., HIPAA) regarding patient data security and privacy, complicating
document management processes.

* Interoperability Issues: Difficulty in sharing and integrating documents across
different systems and platforms can hinder effective patient care.

* High Volume of Documentation: The healthcare sector generates a large
amount of paperwork, including patient forms, prescriptions, and treatment plans,
which can overwhelm traditional management systems.

+ Case Study Example: Implementation of an Electronic Health Record (EHR)
System in a Hospital

* Background: A mid-sized hospital recognized the need for an efficient document
management solution to streamline patient record management.
* Implementation Process:
« Assessment Phase: Conducted a thorough needs analysis to identify
existing challenges and requirements.
* Vendor Selection: Chose an EHR vendor that met regulatory compliance
and interoperability standards.
+ Training: Provided comprehensive training for staff to ensure smooth
adoption and utilization of the new system.
 Integration: Integrated the EHR system with existing workflows, including
billing and scheduling systems.
+ Challenges Faced:
» Resistance from staff accustomed to paper-based processes.
« Initial data migration difficulties from legacy systems to the new EHR.
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+ Key Outcomes

* Improved Patient Data Accessibility: Staff can now access patient records in
real-time, leading to faster decision-making and improved patient care.

+ Compliance with Regulations: The EHR system includes built-in compliance
features, reducing the risk of regulatory breaches and enhancing patient privacy.

* Enhanced Patient Care: Streamlined documentation processes allow healthcare
providers to focus more on patient interaction and care, resulting in higher patient
satisfaction rates.

Finance
* Overview of Document Management in the Financial Sector

* Regulatory Compliance: Financial institutions face stringent regulations (e.g.,
Sarbanes-Oxley, GDPR) that require meticulous record-keeping and data
management practices.

+ High Volume of Transactions: The financial sector generates a vast number of
documents, including loan applications, contracts, and compliance reports,
necessitating efficient management systems.

* Need for Accuracy and Speed: Errors in documentation can lead to significant
financial loss and reputational damage; thus, accurate and timely processing is
critical.

» Client Confidentiality: Protecting sensitive financial information is paramount,
requiring robust security measures in document management systems.

+ Case Study Example: Deployment of a Document Management System for Loan
Processing at a Bank

+ Background: A regional bank identified inefficiencies in its loan processing
workflow, which relied heavily on paper documentation and manual data entry.
* Implementation Process:

* Needs Assessment: Evaluated existing workflows and identified
bottlenecks and redundancies in the loan application process.

» System Selection: Chose a document management system (DMS) that
integrates seamlessly with existing banking software and meets compliance
requirements.

* Workflow Redesign: Streamlined the loan approval process by
automating document collection, validation, and storage.

« Staff Training: Conducted training sessions to familiarize employees with
the new system and its features.

+ Challenges Faced:

+ Initial resistance from employees who were accustomed to traditional
methods.

» Data migration challenges from physical files to the digital DMS.
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Key Outcomes

Education

Streamlined Workflows: Automation reduced the need for manual interventions,
allowing loan officers to process applications more efficiently.

Reduced Processing Times: The time taken to approve loans decreased
significantly, leading to improved customer satisfaction and retention.

Increased Accuracy in Documentation: Automated data entry and validation
minimized errors, ensuring that documentation met regulatory standards and
reduced the risk of compliance issues.

» Overview of Document Management in Educational Institutions

Diverse Documentation Needs: Educational institutions manage a wide range
of documents, including student records, academic materials, administrative
documents, and financial records.

Compliance and Accreditation: Schools and universities must adhere to
various regulations and accreditation requirements, necessitating organized and
accessible documentation.

Collaboration Challenges: Faculty and administrative staff often struggle to
collaborate effectively due to fragmented document storage and outdated
practices.

Need for Accessibility: Students and faculty require easy access to materials
anytime and anywhere, highlighting the importance of digital solutions.

» Case Study Example: Implementation of a Digital Document Management
System in a University

« Background: A large university faced challenges with managing physical

documents related to student admissions, course materials, and faculty records.

* Implementation Process:

* Needs Assessment: Conducted an evaluation of existing document
management practices and identified areas for improvement.

* Vendor Selection: Chose a digital document management system that
supports cloud storage, easy collaboration, and integration with existing
learning management systems (LMS).

» System Configuration: Configured the DMS to categorize documents by
department, access level, and type of content for easy retrieval.

« Training and Support: Provided extensive training for faculty and
administrative staff to ensure they could effectively utilize the new system.
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+ Challenges Faced:
» Resistance to change from faculty accustomed to traditional paper-based
methods.
+ Initial technical issues during the migration of existing documents to the new
system.
+ Key Outcomes

+ Enhanced Collaboration: Faculty members can now easily share and
collaborate on academic materials, leading to improved teamwork and project
outcomes.

» Easier Access to Educational Materials: Students and staff have on-demand
access to course materials and administrative documents, improving the learning
experience.

+ Improved Administrative Efficiency: Streamlined processes have reduced the
time spent on document retrieval and management, allowing staff to focus on
higher-value tasks.

2. Lessons Learned from Failures

Common Pitfalls in Document Management Implementations

* Inadequate Needs Assessment: Failing to thoroughly assess the specific needs
of the organization can lead to selecting a system that does not align with actual
requirements.

* Resistance to Change: Employees may resist new systems, especially if they
are not involved in the decision-making process, leading to poor adoption rates.

* Lack of Clear Objectives: Implementing a document management system
without clear, measurable goals can result in confusion and unmet expectations.

+ Insufficient Training: Not providing adequate training for staff can lead to misuse
of the system, data entry errors, and overall dissatisfaction with the new
processes.

» Ignoring Compliance Requirements: Failing to consider regulatory compliance
during implementation can expose the organization to legal risks and fines.

+ Analysis of Case Studies Where Implementations Failed or Fell Short of
Expectations

» Case Study 1: Healthcare Provider
« Background: A healthcare provider implemented an EHR system without
involving clinicians in the selection process.
» QOutcome: The system did not meet clinical needs, resulting in low adoption
and frustration among staff.
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+ Case Study 2: Financial Institution
« Background: A bank rolled out a document management system with a
focus on speed, neglecting thorough user training.
» Outcome: Staff continued to rely on outdated processes, leading to
processing errors and regulatory non-compliance.
» Case Study 3: Educational Institution
« Background: A university implemented a digital document management
system but did not clearly define access rights and roles.
» Outcome: Confusion about who could access which documents led to
security breaches and mistrust in the system.
+ Key Takeaways

* Importance of Stakeholder Buy-In: Engaging key stakeholders throughout the
selection and implementation process ensures that the system aligns with the
needs of all users and increases overall acceptance.

+ Adequate Training: Providing comprehensive training tailored to different user
roles is crucial for ensuring that staff can effectively utilize the new system and
understand its benefits.

» Alignment with Organizational Goals: Ensuring that the document
management implementation supports the broader organizational objectives is
vital for long-term success and sustainability.

3. Comparative Analysis of Different Approaches

Examination of Various Document Management Strategies
* Cloud-Based Document Management
» Overview: Cloud solutions offer flexibility, scalability, and remote access, making
them suitable for organizations with distributed teams.
+ Advantages: Cost-effectiveness, automatic updates, and easy collaboration
among users in different locations.
+ Disadvantages: Concerns about data security, potential downtime, and
dependency on internet connectivity.
* On-Premises Document Management
» Overview: Involves hosting the document management system on local servers,
providing more control over data.
+ Advantages: Enhanced security, customization options, and compliance with
strict data governance policies.
* Disadvantages: Higher upfront costs, maintenance responsibilities, and limited
remote access capabilities.
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* Hybrid Document Management Solutions
* Overview: Combines cloud and on-premises solutions, allowing organizations to
benefit from both approaches.
* Advantages: Flexibility to choose where to store sensitive documents while
utilizing cloud benefits for collaboration.
» Disadvantages: Complexity in management and potential integration challenges
between systems.

Comparative Case Studies Highlighting the Effectiveness of Different Approaches

+ Case Study 1: Cloud-Based Solution in a Startup
* Background: A tech startup implemented a cloud-based document management
system to facilitate rapid growth and remote work.
» Outcome: Successfully supported collaboration among teams, with significant
reductions in document retrieval times.
+ Case Study 2: On-Premises Solution in a Healthcare Institution
« Background: A large hospital opted for an on-premises document management
system due to strict regulatory compliance needs.
+ Outcome: Enhanced data security and compliance, but challenges arose with
staff accessibility during off-hours.
+ Case Study 3: Hybrid Solution in a University
« Background: A university implemented a hybrid document management system
to balance accessibility with data protection for sensitive student records.
» Outcome: Achieved a balance between collaboration and security, leading to
improved stakeholder satisfaction.

Discussion on the Impact of Organizational Culture and Size on Document
Management Success

* Organizational Culture

* Innovation vs. Tradition: Organizations that foster an innovative culture may
adopt cloud-based solutions more readily, while traditional institutions might prefer
on-premises systems.

« Employee Engagement: Cultures that prioritize employee input in decision-
making processes often experience smoother transitions and higher adoption
rates.

* Organizational Size

+ Small vs. Large Organizations: Smaller organizations may benefit from the
cost-effectiveness and scalability of cloud solutions, while larger entities might
prioritize the control and security offered by on-premises systems.

* Resource Availability: The size of the organization can affect the availability of
resources for training, implementation, and maintenance, influencing the choice of
document management strategy.
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Chapter 14. Technology Trends in Document
Management

Future Directions in Document Management
1. Artificial Intelligence and Machine Learning in Document Management
+ Overview of Al and ML Technologies

» Define artificial intelligence (Al) and machine learning (ML) and their relevance in
automating and enhancing document management processes.
* Key Applications in Document Management

+ Automated Data Capture: Al-powered tools can automatically extract data from
various document formats (PDFs, images, etc.), significantly reducing manual data
entry.

 Intelligent Search and Retrieval: ML algorithms improve search capabilities by
learning from user behavior, providing more relevant search results and
suggestions.

+ Content Classification and Tagging: Al can automatically categorize and tag
documents based on their content, enhancing organization and retrieval.

* Anomaly Detection: Machine learning can identify unusual patterns in document
access and modification, alerting organizations to potential security breaches.

* Benefits of Al and ML Integration

* Increased Efficiency: Automating routine tasks allows employees to focus on
more strategic initiatives, enhancing productivity.

* Improved Accuracy: Reduces human error in data entry and document
classification, leading to higher quality data management.

+ Enhanced User Experience: Personalized search results and intelligent
recommendations improve user satisfaction and engagement.

2. Blockchain Technology for Document Security

* Understanding Blockchain Technology

* Define blockchain and its core features, including decentralization, immutability,
and transparency.
* Applications in Document Management

+ Secure Document Storage: Blockchain can securely store documents with
cryptographic hashes, ensuring data integrity and preventing unauthorized
alterations.
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* Provenance Tracking: Every change to a document can be recorded on the
blockchain, providing a transparent and verifiable history of document
modifications.

« Smart Contracts: Automate workflows and ensure compliance with
predetermined conditions, such as document approvals or access rights.

* Benefits of Blockchain in Document Management

* Enhanced Security: Provides a tamper-proof environment, significantly reducing
the risk of data breaches and fraud.

* Increased Trust: Offers verifiable records of document transactions, fostering
trust among stakeholders.

» Streamlined Processes: Reduces the need for intermediaries in document
verification and management, accelerating approval processes.

3. Future Trends in Document Management
* Increased Focus on Automation

» The adoption of more sophisticated automation tools will continue to rise,
streamlining document workflows and reducing manual tasks.
* Integration of Document Management with Other Systems

* Enhanced interoperability between document management systems and other
enterprise applications (ERP, CRM, etc.) will provide a more holistic view of
organizational data.

+ Growing Importance of Data Privacy and Security

» As data privacy regulations evolve, organizations will prioritize document security
measures, adopting technologies that ensure compliance with standards like
GDPR and HIPAA.
* User-Centric Design and Experience

» Future document management systems will emphasize user experience,
incorporating intuitive interfaces and personalization features to enhance usability.
» Adoption of Cloud-Based Solutions

» Organizations will increasingly turn to cloud-based document management
solutions for their scalability, cost-effectiveness, and enhanced collaboration
capabilities.

« Emphasis on Sustainability

* Document management practices will incorporate sustainable approaches,
reducing reliance on paper and minimizing environmental impact.
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Chapter 15. User Experience and User Interface Design

1. Importance of UX/Ul in Document Management Systems
» Definition of UX and Ul

* User Experience (UX): The overall experience a user has when interacting with a
system, encompassing usability, accessibility, and satisfaction.

* User Interface (Ul): The specific elements of a system that users interact with,
such as buttons, menus, and layout.

* Impact on Adoption and Efficiency

* A well-designed UX/UI can significantly influence user adoption rates of document
management systems, making them more intuitive and easy to navigate.

* Improved UX leads to increased efficiency, allowing users to complete tasks faster
and with fewer errors.

» User Satisfaction and Retention

* A positive user experience enhances satisfaction, which can lead to higher
retention rates and reduced training costs as users become more comfortable with
the system.

» Systems that prioritize UX/UI design foster a culture of collaboration and
productivity.

+ Competitive Advantage

» Organizations that invest in high-quality UX/UI design can differentiate themselves
from competitors, attracting more users and improving overall service quality.

2. Best Practices for Designing User-Friendly Systems

» User-Centered Design Approach

* Involve users early in the design process through interviews, surveys, and usability
testing to understand their needs and preferences.
+ Simplified Navigation

» Design intuitive navigation structures that minimize the number of clicks required
to access important documents and features.

» Use consistent and recognizable icons and labels to guide users effectively.
* Responsive Design

» Ensure the system is accessible on various devices (desktops, tablets,
smartphones) to accommodate users' preferences and work environments.

* Prioritize mobile usability, as many users may access document management
systems on the go.
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» Clear Visual Hierarchy

« Utilize color, typography, and layout to create a clear visual hierarchy that directs
users' attention to important information and actions.
* Use whitespace effectively to reduce clutter and enhance readability.
Feedback Mechanisms

* Provide immediate feedback for user actions (e.g., notifications for successful
uploads, error messages) to enhance user confidence and understanding.
+ Customizability and Personalization

+ Allow users to customize their dashboards or interfaces according to their
preferences and roles, improving engagement and usability.
Accessibility Considerations

» Adhere to accessibility standards (e.g., WCAG) to ensure that the system is usable
for individuals with disabilities, including those who rely on screen readers or
keyboard navigation.

3. Feedback and lterative Design Processes
» Importance of Continuous Feedback

+ Establish channels for users to provide feedback on their experiences with the
system, including suggestions for improvement and identification of pain points.
» Regularly conduct usability tests and surveys to gather insights on user
satisfaction and system performance.
* lterative Design Process

* Adopt an agile approach to design, allowing for continuous improvements based
on user feedback and changing needs.
* Develop prototypes and conduct A/B testing to evaluate different design concepts
before full implementation.
» Collaboration with Stakeholders

* Involve various stakeholders (end-users, IT teams, management) throughout the
design process to ensure the system meets diverse needs and expectations.
* Measuring Success

* Use metrics (e.g., user satisfaction scores, task completion rates) to evaluate the
effectiveness of design changes and inform future iterations.
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Chapter 16. Document Management System Selection

Criteria for Selecting a Document Management System
When selecting a document management system (DMS), organizations should consider the
following criteria:

1. User-Friendliness: The interface should be intuitive, allowing users to easily navigate,
upload, and manage documents without extensive training .

2. Security Features: Assess the security measures provided, such as encryption, access
controls, and audit trails, to ensure that sensitive information is protected against
unauthorized access .

3. Integration Capabilities: Evaluate how well the DMS integrates with existing software
systems like ERP, CRM, and collaboration tools. Seamless integration enhances
productivity and data flow .

4. Scalability: The system should be scalable to accommodate future growth in document
volume and user numbers, ensuring that it can meet evolving business needs .

5. Compliance and Regulatory Support: Ensure that the DMS meets industry-specific
compliance requirements, such as GDPR or HIPAA, which may impact how documents
are managed and stored .

6. Customization Options: Look for systems that allow customization to tailor features
and workflows to specific organizational needs .

Vendor Evaluation and Comparison
When evaluating vendors, consider the following factors:

1. Reputation and Experience: Research the vendor’s history, customer base, and
reputation in the industry to ensure they have a track record of delivering reliable
solutions .

2. Customer Support and Training: Assess the level of support provided, including
training resources, customer service availability, and responsiveness to issues .

3. Cost Structure: Understand the pricing model, including upfront costs, subscription
fees, and any additional charges for support or add-ons .

4. Product Demonstrations: Request demos or trials to experience the system firsthand
and gauge its usability and features .

5. User Reviews and Testimonials: Look for feedback from existing users to gain
insights into the system's performance and customer satisfaction .
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Cost-Benefit Analysis of Various Solutions

Conducting a cost-benefit analysis is essential to determine the overall value of a DMS. Key
components include:

1. Initial Costs: Consider the cost of software licenses, hardware (if applicable), and
implementation services. Compare these costs across different solutions .

2. Operational Savings: Estimate savings from improved efficiency, such as reduced
document retrieval time, lower printing costs, and decreased storage needs .

3. Compliance Costs: Factor in potential costs related to non-compliance, such as fines or
legal fees, versus the cost of implementing a compliant DMS .

4. Intangible Benefits: While harder to quantify, consider benefits like improved employee
satisfaction, enhanced collaboration, and better customer service due to streamlined
processes .

5. Return on Investment (ROI): Calculate the expected ROI by comparing the total costs
of the DMS against the anticipated savings and benefits over time .

For further insights and resources on selecting a document management system, you can refer
to:

+ Criteria for Selecting Document Management Software
* How to Evaluate DMS Vendors
» Cost-Benefit Analysis of DMS
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Chapter 17. Integration with Other Business Systems

Integration with ERP Systems

* Benefits of ERP-Document Management Integration: Integrating document
management systems (DMS) with ERP systems enables seamless data flow across
critical business functions like finance, supply chain, and human resources. This
integration improves data accuracy, speeds up document-related workflows, and ensures
that relevant documents (e.g., invoices, contracts) are easily accessible in real-time.

» Use Cases in ERP-Linked Workflows: Common use cases include automatically
linking invoices with purchase orders, syncing inventory documentation with supply chain
activities, and enabling real-time financial reporting with relevant supporting documents.

+ Examples of ERP and DMS Integration: Systems like SAP, Oracle, and Microsoft
Dynamics can connect with document management solutions to centralize data
management, streamline approval processes, and reduce manual document handling.

* Integration with CRM Systems

* Benefits of CRM-Document Management Integration: Integrating CRM systems
with document management systems enhances customer relationship workflows by
centralizing customer documents (e.g., contracts, service agreements) directly within the
CRM platform. This approach improves accessibility, speeds up customer service, and
ensures documents are up-to-date across departments.

* Use Cases in CRM-Linked Workflows: Common use cases include sales teams
accessing contracts and proposals within the CRM, support teams retrieving customer
documents during service calls, and marketing teams leveraging customer data to
personalize communications.

+ Examples of CRM and DMS Integration: Integration with systems like Salesforce,
HubSpot, and Zoho CRM enables businesses to create a unified view of customer
interactions, improving responsiveness and customer satisfaction.

* APIs for Document Management

* Overview of APIs in Document Management Systems: APIs (Application
Programming Interfaces) enable seamless communication between different software
applications, allowing document management systems to interact with ERP, CRM, and
other business applications. APIs facilitate real-time data exchange, automate workflows,
and enhance overall productivity by eliminating manual data entry and reducing errors.

* Use Cases for Integration and Automation: API integrations enable automated
document upload, retrieval, and management. Examples include automatic saving of
signed contracts in the DMS, syncing document edits in real-time across systems, and
automating document approvals based on ERP workflows.

Table of contents




+ Examples of Popular APIs

* Google Drive API: Allows for integration with Google’s document storage and
sharing features, enabling custom applications to manage Google Drive files,
automate document workflows, and sync data across platforms.

* Box API: Provides access to Box’s cloud storage and document management
capabilities, supporting file upload, download, metadata tagging, and document
sharing, making it ideal for secure document collaboration across teams.

+ Other Commonly Used APIs: Dropbox API for cloud file management, Microsoft
Graph API for Office 365 integration, and DocuSign API for electronic signature
automation, all of which support more extensive customization and automation in
document workflows.
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Chapter 18. Use of RFID, Barcodes, and QR Codes in
Document Management

RFID, Barcodes, and QR Codes in Document Management
1. RFID (Radio Frequency lIdentification)
» Overview and Applications in Document Management

* RFID is a wireless technology that uses electromagnetic fields to automatically
identify and track tags attached to objects, which can be embedded in documents
or packaging.

* Applications in document management include tracking the location of files in
physical storage, managing the movement of documents through workflows, and
automating inventory management in archives.

* Advantages of RFID for Tracking and Inventory Management

* Real-Time Tracking: RFID allows for real-time tracking of documents, making it
easier to locate files quickly.

* Increased Efficiency: Automates the process of document tracking, reducing
manual checks and potential errors associated with traditional methods.

+ Durability: RFID tags are more durable than barcodes and can be scanned
without direct line-of-sight, making them suitable for various environments.

* Enhanced Security: RFID systems can include encryption and access controls,
ensuring that sensitive documents are monitored and protected against
unauthorized access.

2. Barcodes

* Understanding Barcodes in Document Management

* A barcode is a machine-readable representation of data, typically in the form of
parallel lines and spaces. Barcodes can be printed on labels affixed to documents
or files.

» They are used to encode information such as document ID, creation date, and
department responsible for the file.

* Use Cases for Inventory and Document Tracking

* Document Control: Barcodes can streamline the check-in/check-out process of
documents, ensuring accurate tracking of who has access to what files.

* Inventory Management: Used to track physical document inventories in storage
areas, allowing for efficient stock management and retrieval.
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* Audit Trails: Barcodes provide an audit trail of document access and
modifications, enhancing accountability and traceability in document management
systems.

3. QR Codes
* Overview of QR Codes

* QR (Quick Response) codes are two-dimensional barcodes that can store a
variety of data, including URLSs, text, and contact information. They can be
scanned using smartphones and dedicated QR code scanners.

* QR codes can link directly to digital content, such as documents stored online,
enhancing the accessibility of information.

* Applications in Document Management and Accessibility

» Digital Access: QR codes can provide quick access to electronic documents,
enabling users to view or download files instantly from their mobile devices.

+ Enhancing User Engagement: By incorporating QR codes into physical
documents, organizations can direct users to related online resources, forms, or
surveys, facilitating interaction and feedback.

+ Use Cases for QR Codes in Marketing and Engagement

* Marketing Materials: QR codes on promotional materials can link to product
information, special offers, or registration pages, enhancing customer
engagement.

+ Event Management: Used in event tickets and registration forms to streamline
check-in processes and provide attendees with access to event details or
resources.

+ Feedback and Surveys: QR codes can be included in documents or products to
encourage customers to provide feedback or participate in surveys easily.
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Chapter 19. Training and Support for Document
Management Systems

Training and Support for Document Management Systems

Importance of User Training
* Enhancing User Adoption

» Building Confidence: Effective training programs provide users with the
knowledge and skills they need to feel confident in using the new document
management system, reducing anxiety and resistance to change.

+ Facilitating Transition: By addressing the concerns and needs of users during
the training process, organizations can create a smoother transition to the new
system, leading to quicker adoption rates.

* Promoting a Positive Attitude: Engaging training sessions can foster a positive
attitude toward the new system, as users recognize the potential benefits it brings
to their daily tasks.

* Improving Efficiency

+ Streamlined Workflows: Well-trained users can navigate the system efficiently,
utilizing shortcuts and features that streamline document management processes,
ultimately leading to faster turnaround times for tasks.

* Reduction of Errors: Training helps users understand best practices for data
entry, document categorization, and retrieval, significantly reducing the likelihood
of errors that can arise from improper usage.

+ Enhanced Collaboration: Users who are adept at using the system can
collaborate more effectively with colleagues, facilitating teamwork and improving
project outcomes.

* Ensuring Compliance

* Understanding Regulations: Training programs should cover relevant
compliance standards and regulations, ensuring that users are aware of legal
requirements related to document handling and data security.

» Mitigating Risks: By understanding compliance requirements, users can avoid
practices that could lead to regulatory violations, thereby protecting the
organization from potential fines and legal issues.

* Promoting Accountability: Training fosters a culture of accountability, where
users recognize their role in maintaining compliance through proper document
management practices.
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Maximizing System Potential

* Leveraging Features: Users who receive comprehensive training are more likely

to explore and utilize advanced features of the document management system,
maximizing its potential to improve workflow and productivity.

Encouraging Innovation: Knowledgeable users are often more open to
suggesting enhancements or modifications to processes, leading to continuous
improvement and innovation within the organization.

Facilitating Integration: Training can help users understand how the document
management system integrates with other tools and software, enhancing overall
efficiency and functionality across the organization.

Creating Effective Training Programs
Needs Assessment

+ Identify User Groups: Conduct an assessment to categorize users into distinct

groups based on their roles (e.g., administrative staff, faculty, IT personnel), each
with unique needs and skill levels.

Gather Input: Use surveys, interviews, and focus groups to gather input from
potential users regarding their current knowledge, experience, and specific
challenges they face with document management.

Analyze Job Functions: Review job descriptions and responsibilities to
determine the skills and knowledge required for effective use of the document
management system, ensuring training aligns with these requirements.

» Tailored Training Content

» Role-Specific Materials: Develop training materials that address the unique

needs and tasks of different user groups, ensuring relevance and applicability in
their daily operations.

Real-World Scenarios: Incorporate real-world examples and scenarios that
users are likely to encounter, making the training relatable and practical.
Learning Objectives: Clearly define learning objectives for each training module,
outlining what users should be able to achieve after completing the training.
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* Training Formats

* In-Person Workshops
« Hands-On Experience: Organize workshops that offer users the
opportunity to interact directly with the system, fostering an engaging and
immersive learning environment.
* Q&A Sessions: Allow time for participants to ask questions and receive
immediate feedback from trainers, clarifying any uncertainties.
* Webinars and Online Courses
» Flexible Learning Options: Provide access to recorded sessions and
online courses that users can complete at their convenience,
accommodating different schedules and learning paces.
 Interactive Elements: Incorporate interactive elements such as polls,
quizzes, and discussion forums to engage users and reinforce learning.
* User Manuals and Quick Reference Guides
* Accessible Documentation: Create easy-to-understand user manuals
and quick reference guides that users can consult when they need
assistance or a refresher on specific features.
» Visual Aids: Include screenshots, diagrams, and flowcharts to illustrate
processes and enhance understanding.
* Hands-On Practice

+ Simulated Environments: Incorporate practical exercises and simulations that
allow users to practice their skills in a controlled environment before they begin
using the live system.

» Task-Based Training: Focus on specific tasks that users will need to perform
regularly, enabling them to build confidence in their abilities and develop
proficiency.

* Peer Learning Opportunities: Encourage users to work in pairs or small groups
during practice sessions, facilitating peer support and collaboration.

* Feedback Mechanism

» Collect User Feedback: Establish a structured method for users to provide
feedback on the training process, such as surveys or suggestion boxes, to identify
areas for improvement.

* Regular Review and Update: Use the feedback to continually review and update
training materials and methods, ensuring they remain relevant and effective.

* Follow-Up Assessments: Conduct follow-up assessments to gauge user
retention of knowledge and identify additional training needs, ensuring ongoing
development and support.
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Support Structures and Resources

Help Desk and Technical Support
* Dedicated Support Team: Establish a dedicated help desk staffed with

knowledgeable personnel who can assist users with technical issues related to the
document management system. This team should be easily accessible via multiple
channels (phone, email, chat).

Tiered Support Levels: Implement a tiered support system where basic queries
are handled by first-level support, while more complex issues are escalated to
specialized technicians, ensuring efficient resolution of user concerns.

Response Time Standards: Set clear response time standards for support
requests to ensure users receive timely assistance, which enhances their
confidence in the system.

User Community and Forums

* Creating an Online Community: Establish an online forum or platform where

users can interact, share experiences, ask questions, and collaborate on solutions.
This can be hosted on the organization's intranet or through external platforms.
Discussion Topics: Facilitate discussions on best practices, troubleshooting tips,
and innovative uses of the document management system, fostering peer-to-peer
learning and knowledge sharing.

Recognition Programs: Implement recognition programs for active community
members who contribute valuable insights and assistance, encouraging ongoing
participation and engagement.

Regular Updates and Refresher Courses

+ Continuous Learning Opportunities: Offer periodic training sessions,

webinars, or workshops to update users on new features, functionalities, and best
practices, ensuring they remain proficient in using the system.

Compliance Updates: Keep users informed about any changes in compliance
regulations that may affect document management practices, reinforcing the
importance of adherence to legal standards.

Feedback Incorporation: Use feedback from users to identify topics for
refresher courses, tailoring training to address common challenges or new
developments.

Performance Monitoring and Evaluation

» Tracking System Usage: Utilize analytics tools to monitor user activity within the

document management system, identifying patterns and potential areas of
concern or underutilization.

User Performance Metrics: Establish key performance indicators (KPIs) to
evaluate user performance, such as document retrieval times, error rates, and
compliance adherence, allowing for targeted interventions.
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* ldentifying Additional Training Needs: Regularly assess user performance
data to identify areas where additional training or support may be necessary,
facilitating continuous improvement and skill development.

* Integration with Change Management

+ Alignment with Change Initiatives: Ensure that training and support structures
are aligned with broader organizational change management strategies,
addressing the cultural and operational shifts that accompany the implementation
of a new document management system.

+ Stakeholder Engagement: Involve key stakeholders in the training and support
planning process to ensure that the initiatives are relevant and effective in
addressing user concerns and organizational goals.

« Communication Strategy: Develop a communication plan to keep users
informed about upcoming changes, training opportunities, and support resources,
fostering transparency and reducing resistance to change.
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Chapter 20. Future Directions in Document Management

1. Emerging Technologies Impacting Document Management
 Artificial Intelligence (Al) and Machine Learning (ML)

+ Automated Data Extraction: Al-driven tools can automatically extract relevant
data from documents, reducing manual data entry and enhancing accuracy.

+ Intelligent Classification: Machine learning algorithms can categorize
documents based on content, improving searchability and organization.

* Natural Language Processing (NLP): NLP technologies enable more intuitive
interaction with documents, allowing users to query and retrieve information using
natural language.

* Blockchain Technology

* Secure Document Verification: Blockchain can provide an immutable ledger for
document transactions, enhancing security and trust in document integrity.

* Smart Contracts: Automating workflows through smart contracts ensures that
conditions are met before documents are processed, improving compliance and
efficiency.

* Cloud Computing

+ Scalability and Flexibility: Cloud-based document management systems offer
scalability, enabling organizations to adapt to changing needs without heavy
infrastructure investments.

+ Collaboration Tools: Enhanced collaborative features allow multiple users to
access, edit, and comment on documents simultaneously, improving teamwork
and productivity.

* Internet of Things (loT)

» Smart Document Tracking: 0T devices can provide real-time location tracking
of documents and files, ensuring efficient retrieval and management.

+ Automated Inventory Management: Integrating IoT sensors in storage
environments can automate inventory checks and alerts when documents are
moved or accessed.

2. Predictions for the Future of Document Management

* Increased Automation: As technology advances, document management processes
will become increasingly automated, reducing the need for manual intervention and
improving efficiency.

* Focus on User Experience: Future document management systems will prioritize user
experience, making it easier for individuals to interact with and find the information they
need.
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* Enhanced Security Measures: With growing concerns about data breaches, document
management solutions will increasingly incorporate advanced security features, such as
biometric authentication and real-time monitoring.

* Integration with Other Business Systems: Document management will continue to
integrate seamlessly with other business systems (ERP, CRM), providing a holistic view
of organizational data and improving decision-making.

« Data Analytics and Insights: Organizations will leverage data analytics to gain insights
into document usage patterns, improving resource allocation and operational efficiency.

3. Preparing for Future Challenges and Opportunities

* Adapting to Regulatory Changes
» Organizations must stay informed about evolving regulations related to data
privacy and security, such as GDPR and CCPA, ensuring compliance in their
document management practices.
* Investing in Training and Change Management
* Preparing staff for new technologies and processes is crucial. Implementing
comprehensive training programs will help employees adapt to changes in
document management systems.
+ Embracing a Culture of Innovation
» Fostering a culture that encourages experimentation and adoption of new
technologies will enable organizations to stay ahead of the curve and leverage
opportunities for improvement.
« Evaluating Vendors and Solutions
* As new technologies emerge, organizations should regularly assess document
management vendors and solutions to ensure they align with current needs and
future goals.
* Sustainability Considerations
» Organizations should consider the environmental impact of their document
management practices and explore eco-friendly options, such as digital
alternatives to paper-based processes.
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Chapter 21. Appendix

Glossary of Terms

Document Lifecycle: The various stages a document experiences during its lifespan within an
organization. This lifecycle typically includes creation, storage, retrieval, archiving, and disposal.
Understanding the document lifecycle helps organizations manage documents more effectively,
ensuring compliance, accessibility, and security at each stage.

Metadata: Essential information about a document, such as the author, creation date, file type,
and version number. Metadata helps in organizing, searching, and categorizing documents
within a management system, making it easier to retrieve relevant documents and track their
history.

Version Control: A systematic process for managing document revisions, allowing multiple
users to collaborate on a document while keeping track of each change. Version control ensures
that users can access the latest version, view previous changes, and reduce risks of conflicts or
data loss by managing different document versions in a secure, organized way.

Additional Resources and References

* Recommended Readings: A list of books, articles, and papers that provide deeper
insights into document management, information governance, and digital transformation.

* Web Resources: Online tools, software documentation, and professional organizations
related to document management (e.g., Association for Intelligent Information
Management).

+ Software Documentation and Tutorials: Links to documentation and training
resources for popular document management software, helping users further explore
features, integrations, and customization options.

Sample Document Management Policies

» Purpose: Offers examples of policies that organizations can use as templates for their
document management practices, emphasizing compliance, security, and user
accountability.

+ Examples of Policy Elements:

» Access Control: Defines user roles and permissions, ensuring that only
authorized personnel can access, modify, or share sensitive documents.

* Retention and Disposal Policies: Outlines guidelines for document retention
timelines, archiving procedures, and secure disposal processes to comply with
regulatory standards.

+ Data Privacy and Security: Establishes protocols for protecting sensitive data,
including encryption practices, data backup, and incident response procedures.
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Frameworks for Implementation and Evaluation

* Implementation Framework: Provides a step-by-step guide for setting up a document
management system, including planning, software selection, configuration, data
migration, and user training.

« Evaluation Metrics: Suggests key performance indicators (KPIs) and metrics to assess
the effectiveness of the document management system, such as user adoption rates,
document retrieval times, and compliance with regulatory requirements.

+ Continuous Improvement Cycle: Describes methods for ongoing assessment and
refinement of the document management system, including feedback mechanisms, user
support, and regular updates to align with organizational goals and technological
advancements.
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Chapter 22. Conclusion

Conclusion: Document Management and Enterprise Content Management
Systems

1. Summary of Key Takeaways
* Importance of Document Management:

+ Effective document management is critical for organizations to improve efficiency,
compliance, and collaboration.
+ It streamlines workflows, reduces the risk of data loss, and enhances accessibility
to information.
* Types of Document Management Systems:

* File-Based Systems: Suitable for small-scale operations, but limited in scalability
and security.

» Database Management Systems (DBMS): Provide robust data management
and integration capabilities, enhancing document retrieval and lifecycle
management.

+ Cloud-Based Solutions: Offer flexibility, scalability, and remote access, making
them ideal for modern, mobile workforces.

* On-Premises Solutions: Provide greater control over data and customization but
come with higher costs and resource demands.

* Technological Innovations:

» Advances in artificial intelligence, machine learning, and automation are
transforming document management, enabling smarter categorization, enhanced
search capabilities, and improved compliance monitoring.

 Integration of digital currencies and blockchain technology is revolutionizing
secure transactions and authentication processes within document management
systems.

» Security and Compliance:

» Maintaining robust security measures and compliance with regulations (e.g.,
GDPR, HIPAA) is essential in protecting sensitive information and ensuring data
integrity.

» Organizations must implement best practices for document security, including
access controls, encryption, and regular audits.
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* User Engagement and Training:

» Stakeholder engagement and training are crucial for successful implementation
and adoption of document management systems.

» Organizations should invest in user training and support to maximize the
effectiveness of these systems.

2. The Future of Document Management and ECMS
* Emerging Technologies:

» The rise of artificial intelligence and machine learning will lead to more intelligent
document management systems that can automate categorization, improve
search accuracy, and provide predictive analytics for better decision-making.

» The integration of blockchain technology will enhance security and transparency in
document transactions, ensuring data authenticity and reducing the risk of fraud.

Focus on User Experience:

» Future document management systems will prioritize user experience, offering
intuitive interfaces and seamless integrations with other business tools.

» Enhanced collaboration features will enable real-time co-authoring, commenting,
and feedback mechanisms, fostering teamwork regardless of geographical
locations.

Cloud Migration and Hybrid Solutions:

* As organizations continue to adopt cloud-based solutions, hybrid models that
combine cloud and on-premises resources will become more prevalent, providing
flexibility and scalability while addressing specific compliance needs.

» Organizations will increasingly look for solutions that offer the best of both worlds
—cloud accessibility with on-premises control over sensitive data.

Regulatory Adaptations:

* Document management systems will need to evolve continuously to comply with
changing regulations and industry standards. This adaptability will be essential for
organizations to avoid legal pitfalls and maintain trust with stakeholders.

Sustainability Considerations:

» The focus on sustainability will drive organizations to adopt eco-friendly practices
in document management, such as reducing paper usage through digitization and
promoting remote work to decrease carbon footprints.

» Systems will incorporate features that facilitate sustainability reporting and
tracking, allowing organizations to measure their environmental impact.
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From the sponsors of this book.
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S.UPPO.RT ™

Super User-friendly Professional
People Offering Remote Troubleshooting

Remote Support LLC: ICT Solutions Tailored for Your
Business

WHY ?

An MSP can deliver more value at the same cost because it provides a wide range of
specialized expertise without the overhead of hiring multiple full-time in-house staff. MSPs
offer 24/7 support, proactive maintenance, scalability, and access to advanced technologies.
By pooling resources and serving multiple clients, MSPs can provide enterprise-level
solutions at lower prices compared to hiring individual IT professionals with limited
capabilities. Essentially, businesses get broader coverage, faster response times, and
ongoing updates with MSPs while maintaining budget control.

Using In-house, Hybrid, or MSP models instead of relying solely on ICT personnel with
limited experience offers several advantages:

1. Expertise Access: MSPs bring specialized knowledge across different IT domains,
filling gaps that limited in-house staff might not have.

2. Scalability: These models allow easy scaling without the need to hire and train
additional staff.

3. Cost Efficiency: Hybrid and MSP models often lower costs by providing broad
expertise without full-time salaries and training expenses.

4. Continuous Support: MSPs offer 24/7 support, ensuring your IT infrastructure is
always up and running.

These costs are paid for by companies and they could benefit by paying the same
amount to us and get services with more experienced support in a more cost effective
and efficient manner.
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Cost Breakdown for 5, 10, 20, and 50 Computers with In-House IT Staff
Only

For SMEs in Karachi without Managed Service Providers (MSPs) and relying solely on
in-house IT staff, the IT department costs will typically focus on staff salaries,
hardware, software, and ongoing support without any MSP involvement.

1. For 5 Computers (Small Office)

e Staffing: Typically, one IT person can handle the support for up to 10-15 computers in
a small office. The monthly salary of a junior IT support person is generally around
PKR 25,000 to 40,000.

e Hardware & Software: You may need basic licenses for operating systems and
productivity tools. Approx. PKR 5,000-10,000 for software, and occasional hardware
replacements (peripherals, computers, etc.) would average out to PKR 5,000/month.

e Cybersecurity: Basic security solutions (antivirus, firewall) will cost approximately PKR
3,000-5,000/month.

¢ Internet Services: An SME in Karachi can expect PKR 5,000-10,000/month for
decent internet speeds and bandwidth.

Total Monthly Cost: PKR 40,000-60,000

2. For 10 Computers (Small-Medium Office)

e Staffing: For 10 computers, you might need 1-2 IT staff members to handle support,
which could cost PKR 40,000-70,000/month.

e Hardware & Software: Licensing and hardware will scale up slightly to about PKR
10,000-15,000/month.

e Cybersecurity: With a larger setup, additional security measures like endpoint
protection may cost PKR 5,000-10,000/month.

¢ Internet Services: PKR 10,000-15,000/month for more bandwidth and reliability.

Total Monthly Cost: PKR 60,000-100,000
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3. For 20 Computers (Medium Office)

e Staffing: For a 20-computer setup, you may need 2 IT staff members, totaling around
PKR 50,000-100,000/month depending on the skillset and experience.

e Hardware & Software: Expect to pay PKR 15,000-30,000/month for software
licenses and routine equipment updates or replacements.

e Cybersecurity: Security tools, including firewalls, advanced antivirus, and intrusion
detection systems, may cost about PKR 10,000-20,000/month.

¢ Internet Services: A higher-grade internet plan will cost PKR 15,000-20,000/month to
ensure adequate speed and uptime.

Total Monthly Cost: PKR 90,000-170,000

4. For 50 Computers (Large Office)

e Staffing: At this scale, you would need around 3—4 IT staff members. Salaries for this
team would range from PKR 100,000-250,000/month, depending on their roles (junior
support, senior technician, system/network administrator).

e Hardware & Software: Software licensing and hardware replacement costs would
scale up to PKR 30,000-60,000/month.

e Cybersecurity: A large office will require more advanced cybersecurity tools,
potentially including a managed firewall, intrusion detection, and anti-malware solutions
costing about PKR 20,000-40,000/month.

¢ Internet Services: Expect internet services to cost PKR 20,000-40,000/month to
ensure sufficient bandwidth for multiple users.

Total Monthly Cost: PKR 170,000-400,000

These costs can vary depending on the type of ICT support (outsourced vs. in-house),
software licenses, and network requirements.
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How ?

Our ICT Support Models
1. In-House ICT Team

¢ Full control over ICT management

e Personalized, quick support

¢ Higher costs for salaries, training, and resources

¢ |deal for companies needing constant, on-site expertise
2. Hybrid ICT Model

e Combine in-house and MSP support

¢ Access specialized skills when needed

e Cost-effective flexibility

¢ Great for businesses seeking a balanced approach
3. Managed Service Provider (MSP)

e Comprehensive ICT support from experts

e Scalable, cost-efficient, 24/7 support

¢ Minimal overhead, no need for in-house staff

¢ Perfect for businesses focused on cost savings and efficiency

Advantages Comparison:

Option Control Flexibility Effﬁ:(i):rticy Expertise Availability
In-House High Low Low High
Hybrid Medium High Medium High
MSP Only Low High High High

Why Choose Remote Support LLC? We offer tailored, scalable ICT solutions for every
business size. Whether you need an in-house team, MSP support, or a hybrid model, we
provide the expertise and tools to ensure your ICT infrastructure is secure, reliable, and future-
proof.

Here is an example breakdown of ICT support costs for In-house, Hybrid, and MSP Only
models based on the number of in-house staff, computers, onsite visits, and hours of remote
support:
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Example costs

Here’s a breakdown of monthly IT department costs for a company in Karachi with 5, 10, 20,
and 50 computers, based on different IT service models. The costs consider various aspects
such as hardware, software, cybersecurity, networking, and support services. These
estimates also assume the use of managed services (MSP), hybrid models (in-house and
MSP collaboration), and in-house teams.

Here's a breakdown of estimated monthly IT support costs in Karachi for different models:

In-House IT Model

e Number of Computers: 5-50

e Costs:
e Salaries: Rs40,000-Rs80,000 per IT staff (1-2 personnel)
e Software/Tools: Rs5,000-Rs15,000/month
¢ Total: Rs45,000-Rs95,000/month (per staff)

Hybrid IT Model (In-house + MSP)

¢ Number of Computers: 5-50
e Costs:
¢ In-house Salaries: Rs40,000-Rs80,000 (1-2 personnel)
e MSP Remote Support: Rs15,000-Rs30,000/month (20-40 hours)
¢ Onsite Visits by MSP: Rs5,000-Rs10,000 per visit
e Total: Rs60,000-Rs120,000/month

MSP Only Model

e Number of Computers: 5-50

e Costs:
e MSP Remote Support: Rs25,000-Rs50,000/month (40-80 hours)
¢ Onsite Visits by MSP: Rs5,000-Rs10,000 per visit (2-4 visits/month)
¢ Total: Rs45,000-Rs90,000/month

These estimates include general salaries, software, support services, and MSP-based costs
for varying business sizes. Prices can fluctuate based on exact requirements, complexity of
the ICT environment, and level of service.
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Cost Breakdown Per Month (Estimates)

1. For 5 Computers (Small Office)

Hardware & Software: PKR 10,000-20,000 for licenses, equipment, and peripherals.
MSP (Remote Support): PKR 20,000—-35,000 (proactive monitoring, basic remote
support, regular software updates).

Cybersecurity: PKR 5,000—-10,000 (basic firewall, antivirus, malware protection).
Internet/Cloud Services: PKR 5,000-10,000 (cloud storage, hosting, and bandwidth).
Onsite Visits (if MSP is used): PKR 5,000—-10,000 per visit (2-4 visits/month).

Total Estimated Cost: PKR 45,000-75,000/month

2. For 10 Computers (Small-Medium Office)

Hardware & Software: PKR 20,000-35,000.

MSP (Remote Support): PKR 40,000-60,000 (more monitoring, network
management, software updates).

Cybersecurity: PKR 10,000-15,000 (advanced threat protection, firewall
management).

Internet/Cloud Services: PKR 10,000—-20,000.

Onsite Visits: PKR 10,000-15,000 (3-5 visits/month).

Total Estimated Cost: PKR 80,000—130,000/month

3. For 20 Computers (Medium Office)

Hardware & Software: PKR 30,000-50,000.

MSP (Remote Support): PKR 60,000—-100,000 (more proactive measures, network
optimization, security patches).

Cybersecurity: PKR 15,000—-25,000 (enterprise-level threat detection and
management).

Internet/Cloud Services: PKR 15,000-30,000.

Onsite Visits: PKR 20,000-30,000 (5-8 visits/month).

Total Estimated Cost: PKR 120,000-235,000/month

Table of contents




4. For 50 Computers (Large Office)

¢ Hardware & Software: PKR 50,000-100,000 (more advanced licenses, specialized
software).

e MSP (Remote Support): PKR 100,000-200,000 (24/7 monitoring, network
management, and comprehensive IT management).

e Cybersecurity: PKR 25,000-50,000 (advanced endpoint security, security operations
center).

¢ Internet/Cloud Services: PKR 20,000-50,000.

¢ Onsite Visits: PKR 40,000-70,000 (8—12 visits/month).

Total Estimated Cost: PKR 235,000—-470,000/month
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Costing Models

1. In-House IT Team:

e Staff Costs: Hiring IT professionals (1-2 people for small office, 3-5 for larger
setups) typically costs PKR 50,000-150,000/month per staff member.
¢ Training & Tools: Additional costs for ongoing training, tools, and certifications.
e Total Estimated Cost: Higher than MSPs due to salaries, benefits, and
infrastructure costs.
2. Hybrid Model (In-House + MSP):

¢ In-House Staff: Typically, 1-2 staff members for day-to-day management.
e MSP Support: Outsourcing the more complex support tasks (security, network
management).
¢ Total Estimated Cost: Usually around the same as or slightly higher than MSP-
only, but with more control over internal IT systems.
3. MSP-Only:

e The MSP model is cost-efficient for small and medium businesses due to its
scalability. It allows businesses to avoid the high upfront costs of hardware and
in-house staff while benefiting from enterprise-grade technology, security, and
24/7 support.

Key Advantages of Using MSP (over in-house-only staff):

¢ Scalability: MSPs allow businesses to scale their IT support without significant
infrastructure investment.

e Specialized Expertise: MSPs provide access to high-level expertise and advanced
tools that may be cost-prohibitive for in-house staff.

¢ Proactive Monitoring: MSPs often include 24/7 remote monitoring, reducing downtime
and preventing issues before they impact the business.

¢ Lower Initial Investment: Avoid hefty upfront costs by paying for managed services on
a subscription basis.

Conclusion:

For SMEs in Karachi, MSPs are often a more cost-effective and flexible solution compared to
hiring in-house IT teams. The MSP-only model can deliver high-end support at a lower overall
cost, while hybrid models provide a balance of control and support.
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People Offering Remote Troubleshooting
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More than three decades of study demonstrates that aligning culture
and strategy is critical to both organizational development and
leadership success.

Most business owners and managers understand that culture is important,
but do not have a firm understanding about how to effectively harness it in
productive and meaningful ways that drive business performance.

Our organizational
development consulting

‘e\ationship

services focus on helping
owners, CEOs, senior
leadership, management
and supervisor teams align

8

Q,}ro
&
9

their organizational culture
and strateqgy to drive
sustainable performance

ORGANIZATION
DEVELOPMENT

()]
S
results. i3]
QQ

We identify new and
unexplored areas for
organizational development. We believe in quantifying the learning
outcomes through on the job applicability for our client organizations. Our
competitive edge lies in our intellectual capital that consists of a highly
diversified and large pool of internationally qualified trainers and
consultants who have proven track records of successfully executing
industry projects coupled with emancipated corporate exposures and
experience.
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Support, Development, and Training to help solve your technical
business problems.

We offer training, consultancy and support which is beneficial in improving
profits and revenues by improving the systems which are used by our
clients.

We offer expert advice, independent consulting, professional services and
support for
projects related
to Information

Technology and

Communications and Organizational Development within and outside the
organization.
Our key objectives are promoting good ICT management, reducing the

causes of waste or resources, which lead to missed business opportunities,
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and helping to improve the delivery of services to the customers. We draw
on substantial international experience in designing, implementing and
monitoring these projects.

Product and service procurement consulting (specifications, configurations,
evaluations, installations, upgrades, and sales) is also provided.

We are here to help you. So send us your problem via email for a no
obligation assessment.

If we have the people and resources to help solve it or partially solve it, we
shall inform you.

We do not claim that we shall be able to solve every problem, but do claim
that we shall have a look to see what is feasible based on the best practices
and technology available at the time. Then provide a proposal of

possibilities.

We use our experience in developing and integrating systems engineering
to design, develop and provide useful, easy to use, secure, reliable, high
performing, integrated and seamless solutions.

Even future trends and designs are incorporated so that our clients can get
the most useful life and return on investment from the system being made

from them which they are investing in.
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Unlocking Your Digital Potential: Elevate Your Business with Expert

Consulting and Seamless Technology Implementation

At ATRC, we specialize in helping businesses navigate the ever-evolving
landscape of technology by providing strategic consulting and hands-on
implementation. With a proven track record of driving digital
transformation, we are your trusted partner for harnessing cutting-edge

solutions that drive growth, efficiency, and innovation.
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Our Value Proposition:

- Strateqic Insights: Our : :
] ? Strategic Insights

experienced consultants dive deep ..., CONSUMER COMPETITION
. . '_I_t ]
into your business to understand |("b:”

m
your unique goals and challenges. S ‘

We provide data-driven insights
STRATEGIC INSIGHT

that empower you to make

informed technology decisions that align with your strategic objectives.

- Custom Solutions: We don't believe in one-size-fits-all solutions. Our
experts collaborate with you to design tailored strategies and technology
roadmaps that address your specific needs, ensuring optimal results and

ROL

- Seamless Implementation: Putting theory into action is where we excel.
We take your vision and turn it into reality by executing seamless
technology implementations. From software integration to process

optimization, we guide you every step of the way.

- Future-Proofing: Technology evolves rapidly. We stay at the forefront of

industry trends and emerging technologies, ensuring that your business
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remains adaptable and competitive

in the face of change.

- Measurable Impact: Our success
is measured by your success. We're

committed to delivering tangible

results, whether it's improved
operational efficiency, enhanced customer experiences, or increased

revenue.

- Collaboration and
Empowerment: We're not just

consultants; we're

collaborators. We work side
by side with your team, sharing knowledge and building internal

capabilities so that your business can thrive independently.

Experience the ATRC Advantage:

Transform your business with a strategic partner that combines industry
expertise, technological acumen, and a passion for innovation. Let's embark
on a journey to unlock your digital potential and achieve new heights of

Success.
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If you are interested in getting help to improve your business with practical
solutions supported with real world feasibility studies, contact us today to
discuss how we can tailor our consulting and technology solutions to your

unique business needs.
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ACHIEVEMENTS

Projects Done

ICT Related Projects:

« Artificial Intelligence for Banking: KYC, AML, and CFT.

« Digital Currencies Exchange Development.

e E-commerce with Warehouse Integration.

» DevOps: Agile, PMP, SDLC, Kubernetes, Jenkins, Docker, AWS, EC2,
Appsody, and Kabanero.

Projects That Make Money:

« Recession Management Business Strategy Development for a Service-
Based Client in the UAE.

« Development of Small and Large Scale Economically Feasible Solar
and Wind Power Units for Sigma Energy.

« Internet Business Feasibility Studies for Investors.

» Supervising Research on Cost Competitive Solar Power Production.
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» Designed, Developed, and Implemented 5 Cities VoIP-Based Satellite
Network for Inter-cities and International Call Origination and
Termination.

Projects That Made Totally New Technology:

» Design, Development, Testing, and Production of the Fastest File and
Device Replication System to Allow Extremely Fast Replication of a
Virtual Machine for Disaster Recovery Purposes. This is 20 to 100
Times Faster Than Rsync, Which Was the Fastest Method Available for
Files.

Projects That Save Money:

« Development of Digital Banking Security Systems Based on High
Security, Reliability, and Performance Experience Gained from the
Internet and Telecom Industries. June 2017 and Ongoing Research.

« Researching Businesses for Alternative Energy in Bio-Diesel, Fusion,
and Wind Power.

» Developed and Implemented Several ISPs' Customized Billing
Software and Bandwidth Management.

« Outsourced IT Support Design and Implementation, LAN, and Printer
Sharing Configuration for Cogent, Dubai.

« Design and Implementation of Solar Powered Agricultural Water
Pumping Solutions for Farms near Nawabshab, Sindh.

Projects That Save Time:

» Development Faster Deployment of Servers by Evaluating Various
DevOps Technologies and Integrating the Best Open Source Software
Available. Jan 2019 and Ongoing Research.
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« Disaster Recovery of NAS Storage for a marketing company in Media
City in Dubai, UAE.

« Remote Server Troubleshooting and Administration Services.

 Installation and Development of Automated Scripts for Backups.
Linux-Based File and Print Server with Windows Client Integration.
Design and Implementation of a Business Continuity and Disaster
Recovery Plan for Data on the Linux-Based File Server and MS
Exchange Server. Anti-virus Installation, Monitoring, and Management
for the Entire Company. Relay Block List Removal for Company's MS
Exchange Mail Server for a Reinsurance Company in Dubai.

Projects That Build Relationships:

« Developed and Proposed the Idea of PSEB's Opensource Resource
Center (OSRQ).

« Organized the First Opensource Conference in Pakistan for IBM,
PSEB, TReMU, ATRC, PIMSAT, and Ministry of IT from Concept to
Finish.

Projects That Make Work Easier:

« IT Department Setup, Servers for Email, File Sharing, User
Management, Automated Backups, and Continuous Monitoring for an
Marine supplier based in UAE, Bahrain, and Saudi Arabia.

« Consultancy for Accounting and ERP Software for an Investment
company in Karachi, Pakistan.

» Development of Support Infrastructure for Open Source Collaboration
Software.

« Implementation and Support for a Network-Based Fax System for a
Client in the UAE.
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« Implementation and Support for a Web-Based Invoicing System for a
Client in the UAE.

» Oracle, Open Source Migration, and E-commerce Infrastructure
Management Support for Companies Including: Airlines,
Manufacturing companies, Financial institutions, Distribution, Retail
and Pharma companies in Pakistan and UAE.

» Implemented POS, Modified POS Software in Java and Netbeans to
Meet Restaurant's Requirements. Added Wireless Printing for a
multiple restaurants, Grocery stores, tailoring shops and Shisha joints
in Dubai.

» Converted a POS to wireless for a large seating area restaurant in
Karachi.

Projects That Expand the Business:

« Development of Appliance Servers: NAS, Mail, Proxy, LDAP, and
Backup.

« Developing and Maintaining Call Centers and VoIP Telecoms Networks
for Several Investors.

Projects That Retain Existing Customers:

« Security Implementation and Audit of Intensive E-commerce
Applications.

e Support for Open Source ERP/CRM/SCM/BI Systems for Organizations.

» Optimized and Secure Proxy Server Designs for Cybercafes.

 Security Policy and Implementation for ISPs.

« Linux and TCP/IP Training of System Administrators of Controller of
Naval Accounts (CNA) on AS/400.

« BCMSN, CCNA, CCNP Course for British Petroleum Network
Administrators.
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Projects Which Attract New Customers:

Supervising Feasibility Analysis of Elsbett Engine Redesign Costs.
Support for Open Source ERP/CRM/SCM/BI Systems for Organizations.
Development of E-commerce Courses as New Offerings.

Open Source Migration Support and Training and Research for Large
Scale Multinational and Government Clients.

Provided Consultancy and Advice for Mobile Wallets and Payments
from Kiosks to Instanet Dubai.

ERP and CRM Installation and Startup Training for Aesthetic Interiors
in Al Ain.

SAMBA and Squid Proxy Server for electrical contractor and power
parts distribution company in Jebel Ali, UAE.

Projects That Solved Specific Problems:

Developed a MAC Address Based WIFI Server for Hotspots. Added
Extreme Proxy Facilities and Utilization of Higher Speed CPUs and
More Memory Than the Products Available in the Market. This Project
Is a Product Developed for ATRC.

Created a Software-Based System to Detect Stock Market
Manipulation for the Securities and Exchange Commission of Pakistan
(SECP).

Troubleshooting of VoIP Quality Issues on Linux for a Call Center in
Karachi.

E-commerce Security Consultancy for Stock Exchange Companies.
Designing and Configuration of HTTPS via Squid Based Reverse Proxy
Servers on Linux for Outlook Web Access.

Configuration Debugging for Micropoint's Cisco-Based IP Phones and
IVR Telephony System in Dubai.

Email Server Disaster Recovery for Retailer Group in Sharjah.
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« Diagnosed, Troubleshooted, and repaired a wheat quality checking
equipment LAB system used by exporters for a University in Pakistan.
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Projects That Made Companies More Competitive:

« Installed, Configured, and Continued Support for a Regulatory
Authority Linux-Based Servers for Mail Relay, Reverse Proxy,
Migration of MS Exchange to Kerio, Win AD Integrated SAMBA Server,
Cisco ASA Firewall Configuration. Dubai and Abu Dhabi Offices.
Complete Troubleshooting Support for MS Outlook-Based Clients
Connecting to Kerio Mail Server.

« Installed, Configured, and Continued Support for a CERT's Linux-
Based Servers for Relay Server as a Front End for Exchange with SMTP
Two-Way Relay, Reverse Proxy for Outlook Web Access, POP3 Relay
Server, Cisco ASA Firewall Settings. Dubai.

« Provision of Analysis, Selection, Deployment, and Maintenance
Services for ERP/CRM/SCM Systems for a pharma manufacturere in
Pakistan.

« Extremely Effective Implementation of a CRM System for a Client in
UAE.

» Security Design, Implementation, and Continuous Monitoring for
Organizations.

» Integration of MS Exchange Server with Linux-Based Mail Relays.

« Configuration of Windows and Apple-Based LANs and Internet
Connectivity for a satellite insurance company in Dubai.
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Trainings done

- Computer security

- Secure programming and coding
- Ethical Hacking (CEH)

- Entrepreneurship

- Project Management

- Maintenance and Reliability Best Practices: Lowering Life Cycle Cost of
Equipment

- Network Management and Security

- Marketing and Selling

- Operating systems

- Labor Union Management

- Software project management

- Software engineering

- Enterprise resource planning

- Economic evaluation of prospects and
producing properties in oil and gas

- Search engine optimization

- Social Media marketing
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- Internet Marketing

- Sales force automation

- Ecommerce

- Information and Communication Technology in Management
- Redhat RHCE/RHCT

- Linux professional institute (LPI)

- MS Office

- Staroffice/Openoffice/Libreoffice

- Web development

- Customer relationship management (CRM)

- Supply chain and logistics

- Final Semester Project

- LAMP Linux/Apache/Mysql/PHP
- PostgreSQL

- MS SQLServer

- Oracle

- Data communications

- Linux

- CCNA

- CCNP

- BCMSN

- Virtualization

- Cloud computing

- Funding for entrepreneurship
- Solaris

- Perl/CGI

- Introduction to Programming
- WAP Programming

- Unix

- Advanced Networking

- Computer Graphics

- Distributed operating systems
- Basic Reservoir Engineering for oil and gas.
- Basic oil and gas processing and production.
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- Effective Record-keeping in Oil and Gas
- Fundamentals of oil and gas
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Contact :

S.UPPORT™
Mr. Khawar Nehal Super User-friendly Professional
CEO

Applied Technology Research Center
Email : khawar@atrc.net.pk

Mobile :

+1 563 231 7041
+92 343 2702 932

http://remote-support.space

https://atrc.net.pk/dokuwiki/doku.php?id=atrc website:contact

http://atrc.net.pk/

Some of our clients.

http://atrc.net.pk/dokuwiki/lib/exe/fetch.php?media=atrc website:clients -

22 may 2023-1.pdf
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https://twitter.com/khawarnehal
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https://www.dolibarr.org/
https://www.dolibarr.org/

1.

Dolibarr ERP Support Pricing

Dolibarr Cloud Starter

For personal usage or for very small businesses
Your Dolibarr ERP & CRM

PKR 3000 / month / user

Services provided:

Nk wWN =

8.
9

10.
11.
12.
13.
14.

15.
16.

ATRC support 24/7 Email English, Voice English and Urdu
Dolibarr ERP & CRM (all official modules - examples)
Access from everywhere, any browser, any OS
Availability 24/7
4 Gb (around 80,000 common invoices, 1€ per extra GB)
2,000 API calls per month
Email sending is unlimited if you usethe SMTP of your email provider, otherwise 500
emails/day with default setup
Support for migration
Technical support (by Email in English or French)
Functional support (via community forums)
Upgrade of version included (on can be requested from the customer dashboard)
Daily backup (30 rolling days)
Datacenter in France
Immediate availability. You decide when you want to cancel (no commitment). Your data
can be retreived. No entry or exit fees
Remote SSH, SFTP, rsync and database access
Updating or Adding extensions or sourcecode is possible (you can deploy them yourself)
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Dolibarr Enhanced

For larger companies
Your Dolibarr ERP & CRM with extended support

PKR 9000 / month + PKR 3600 / month / user
Services provided:

ATRC support 24/7 Email English, Voice English and Urdu

Dolibarr ERP & CRM (all official modules - examples)

Access from everywhere, any browser, any OS

Availabilty 24/7

20 GB (around 400,000 common invoices, 1€ per extra GB)

5,000 API calls per month

Email sending is unlimited if you use the SMTP of your email provider, otherwise 500
emails/day with default setup

Support for migration

Technical support (by priority email in English or French)

Functional support (by email in English or French)

Upgrade of version included (can be requested from the customer dashboard)

Daily backup (30 rolling days)

Datacenter in France

Immediate availability. You decide when you want to cancel (no commitment). Your data can be
retreived. No entry or exit fees

Remote SSH, SFTP, rsync and database access

Updating or Adding extensions or sourcecode is possible (you can deploy yourself or request
us to deploy)
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2. Support Rates for Enterprise Softwares from MuftaSoft ™
Hosted on customer premises, in other data centers, multiple locations, or in our data centers.

General Cost Free (If the Rs 600K per year| Rs 1M per year
software is Rs 50K per Rs 83K per
completely month month
FOSS/OSI
compliant)

Number of 0 5 per month 10 per month
incidents
Additional 0 Rs 25,000 per Rs 17K per
Incidents incident incident
Availability Working Hours None 9:00 -17:00 9:00-17:00
Monday to Monday to
Thursday and Thursday and
Saturday Saturday
9:00 —12:00 and | 9:00 — 12:00 and
14:00 — 17:00 on | 14:00 — 17:00 on
Friday Friday
Response times High Priority Best Effort Less than 4 Less than 4
Hours Hours
Medium Priority Best Effort Less than 12 Less than 12
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Hours Hours
Low Priority Best Effort Next business Less than 12
day Hours
Support Discussion Included Included Included
Channels Forum
In App Chat Not included Included Included
Email Support Not included Included Included
Phone Support Not included Not Included Included
Upgrades Priority Bug Fixes| Not included Included Included
Major Releases Not included Included Included
Minor Releases Not included Included Included
Hot Fix Releases| Not included Not included Included
Small Not included Not included Included
Customizations
Service Description Price / Cost / Rate
Installation One-time installation fee. This Rs 125K per server

assumes that you have an
account with a hosting
provider and just need help
installing the software.

Basic Installation
Custom Domain
Configure Application
Configure Email
Configure Backups
Configure Monitoring
Configure HTTPS

Details are software
dependent.
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Upgrade

One-time upgrade fee. This
assumes that you have a
working application
installation based on an
official release.

e |atest Releases
e Hotfixes

Details are software
dependent.

Rs 42K per server

Support Incident /
Troubleshooting

If you've encountered a
problem with your self-hosted
server you can request
support from us.

e Screen share Session
e Review Server Logs

Details are software
dependent.

Rs 25K per server

Implementation &
Configuration

Includes costs involved in
configuring the software as
well as implementing your
organization's workflows. This
can usually be done in-house
but may require external
resources in cases where
technical expertise is not
available. This should also
include the cost of data
backup / restoring processes
and contingency plans if the
software becomes
unavailable due to
power/Internet outages and
hardware failures.

Rs 83K per server
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Online Training

The cost to train employees to
use the software, which may
include training materials like
documentation, tutorials,
videos, etc. This will likely be
an on-going cost as you'll
have to train new employees
and update training materials
as the software evolves. On-
premise training is also
available.

Rs 100K per session
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Data Migration

If your organization is using
another software system
(even if it's just Excel) to
manage your supply chain
data you'll probably want to
move that data to the new
software. In either case, you
will need to export (e.g.
download as CSV), transform
(e.g. re-format the data to be
imported), clean (e.g. remove
duplicate and obsolete data)
and most importantly test your
data before you can start
using the new system. This
process can range from
manual data-entry to
automated data importing
using APIs and other data
migration tools.

Data migrations usually
include the following data:

Users

Roles

Facilities

Internal Locations
Products

Stock Levels
Current Inventory
Stock History

Details are software
dependent.

Rs 42K per data item.
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Data Synchronization

If you plan to host a server in
the cloud as well as on-
premise, then you'll likely
want to configure data
replication between your
servers.

e Database Replication
e 1 Cloud Server
e 1 On-Premise Server

Details are software
dependent.

Rs 2M per environment

NOTE: This does not include
on-going maintenance and
support.

Custom Report

If you need a custom report or
dashboard KPI we can
usually turn these around
fairly quickly unless we need
to build a new data structure.

Details are software
dependent.

Rs 82K per report
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Custom Development

Hopefully the enterprise
softwares do everything you
need. But in some cases you
may need to hire a developer
to build new features or
Improve existing ones. You
can purchase Custom
Development in chunks of
time based on our Estimated
Hours. Once the purchase
has been made, we will
allocate a project manager
and developer and begin the
requirements gathering
process.

Estimated Hours

e Bug Fix (5 Hours)

e |mprovement (10 - 25
Hours)

e New Feature (25 - 50
Hours)

e [ntegration (100+
Hours)

Rs 20K per hour
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Integration At some point your Starts at Rs. 2M
organization may want to
integrate with an external
system i.e. accounting
software or an old enterprise
resource planning (ERP)
system. Integration costs
depend on how complicated it
will be to communicate
between the two systems.
Today, most software utilize
REST APIs to facilitate
communication between
systems while older systems
use EDI (electronic data
interchange) or XML.
Integration costs should also
include updates to standard
operating procedures (SOPSs)
which may require re-training.

Discounts

If you would like to purchase larger increments in order to develop multiple customization at
one time, we'd be happy to discuss discounted rates. Contact our Support Team, provide
them with details about your requirements and we'll get back to you with a quote.

Non-Profits

If you are a non-profit or small business and feel like you cannot afford these rates, please let
us know. We can reach out to some of our partners for cheaper quotes. Provide details to our
Support Team and we'll refer you to one of our partners.
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3. Business Comprehension
¢ ™ : ERP & SCM Services
) ﬁ Welcome to Business
Comprehension ™, your trusted
partner for comprehensive ERP
and SCM services. Our cutting-edge solutions empower businesses to streamline operations, enhance
productivity, and optimize supply chain management.
Enterprise Resource Planning (ERP)
1. Integrated Modules
¢ Finance and Accounting
Human Resources
Sales and Marketing
Inventory Management
Project Management
2. Real-time Analytics
Leverage data-driven insights for informed decision-making and business intelligence.
3. Customization
Tailor our ERP system to meet the unique needs of your business.
4. Scalability
Grow your business with confidence, as our ERP system scales seamlessly.
Supply Chain Management (SCM)
1. End-to-End Visibility
Monitor and control every aspect of your supply chain in real time.
2. Inventory Optimization
Reduce costs and improve efficiency with optimized inventory management.
3. Supplier Collaboration
Strengthen relationships and enhance collaboration with suppliers.
4. Order Fulfillment
Streamline order processing and enhance customer satisfaction.
Why Choose Business Comprehension ™ Solutions?
¢ Proven Expertise: With years of experience, we have successfully implemented ERP and SCM
solutions for diverse industries.
¢ Customer-Centric Approach: Our solutions are tailored to meet the unique needs of each
client, ensuring maximum value.
e 24/7 Support: Our dedicated support team is available around the clock to address your queries
and concerns.
¢ Future-Ready Technology: Stay ahead in the digital landscape with our innovative and future-
ready technologies.
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Get Started Today!
Transform your business with Business Comprehension ™ services. Contact us today for a consultation
and take the first step toward achieving operational excellence.

Phone: +92 343 270 2932
Email: erp@atrc.net.pk
Website: http://atrc.net.pk/

Business Comprehension ™ and Dubai Computer Services ™ is a part of ATRC.

ATRC
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https://atrc.net.pk/

Get your ERP on premise, hybrid or completely in the
cloud NOW. Money back guarantees and service level
agreements (SLA) available.

Features :

Sales and CRM, Human Resources Management,

Products, Stock, Inventory and Warehouse management,

Marketing, Productivity, Finance and billing, Integration and Development,
Content Management Services, Website, Point of Sale, and many more addon
features.

We provide servers for Enterprise Resource Planning ( ERP ),
Customer Resource Management ( CRM ),
Supply Chain Management ( SCM ),
Project Management ( PM )
Collaboration between teams
Special servers for SMEs.
An SME is an organizations with less than 1000 employees.
and many more.

These servers allow you to take your organization to new levels of productivity,
efficiency, performance and profits.

Contact: +92 343 270 2932
servers@atrc.net.pk http://atrc.net.pk
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Implementation, Consultancy, and Development Services for Dolibarr.

Installation/Setup

User training / Development training

Help and support

Custom development

Dolibarr web hosting (SaaS or cloud hosting)

y |
By : R MUItasoit

S -l g,

Karachi Computer Services
Contact :

http://atrc.net.pk

+92 343 270 2932

info@atrc.net.pk
Features
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CRM & Sales...

Prospects / Opportunities Proposals Sale Orders
Customers

it ie .4 B

Contracts / Help Desk /
Subscriptions Tickets

Human Reationship Management (HR)

Employees Expense Reports Leave Requests Timesheets
. (.. ¢=
P B i =
Recruitment Membership
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CMS, Website, E-=Commerce, POS

CMS / Website E-Commerce Point Of Sale

S i &

Product & Stock

Products, Services Stocks Purchase, Shipments
Approvisionning
LY
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Manufacturing

&
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Finance & Billing

Billing & Payments Bank Double entry
reconciliation accounting

5] It &=

Productivity

Projects, Tasks Interventions Agenda

") 2 &

Marketing

Emailing Surveys

@ v

Integration, Development

API Connectivity with Import, Export Module Builder for
external tools developers

e LY = L
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Prospects and Customers

Track your prospects and customers, and reuse them in other modules.

Create your prospects or customers

17. Just enter the name of the third party and the type of third party (prospect and/or
customer) to create it in your database. A unique customer reference code will be automatically
generated according to your numbering rule.

18. Record any other data (email, address, language, tags, ...) for a more complete and
accurate management of your third party database. If the predefined fields do not suit you, you
can easily create all the attributes you need as custom fields with the datatype of your choice
(string, amount, date, combo list, checkbox, ...)

19. Attach any notes or files to your prospect/customer sheet.

20. If you have plenty of sales representatives in your team, then you can assign them to
dedicated prospects or customers, so that you can get statistics per sales representative (Sales,
Margins, Events etc.).

. . .
21. Merge third parties to remove duplicate records.
- ad & ] - o o = - L]
Home  Third parties Products/Services Commercial Financial Bank/Cash Projects HRM Tools  Pointofsale Documents Agenda
ﬁ !Cdyalg B Thira party Card Prospect/Customer  Projects )  Related items  Bank accounts Margins Notifications Notes  Linked files
ompany
Events/Agenda
Company Corp 1 Backtolist < >
Third P?ﬂv A @ 21 Green Hill street. Los Angeles, 75500, United States Open @
New third party R, 444123456
g & o coes | N
List + companycorp1@example.com “. hitp://companycorp1.com
List of prospects [S] corpi L.
New prospect
List of customers
Prospect / Customer Prospect / Customer Customers | vip
New customer tagsicategories e e
Supplier No
List of suppliers Legal form
. Customer code CU1510-0017 "
New supplier Capital 10,000.00 €
Bar code : )
Contacts/Addresses Language by default English (United States)
Prof Id AB1234567
New contact/address Currency Euros
§ VAT is used Yes
List Parent company #
Prospects Use second tax No
Sales
Gustomers VAT number USABS123 Check roprosentatves 2 & Commerson Chariet
Suppliers Third party type Startup
Other
Staff 1-3

Custo./Prosp. categories
New tag/category

Contacts tags/categories Send email Modify Merge Delete

New tag/category

Suppliers tags/categories Linked files
New tag/category Doc template B English (United St... | «
Generate .
Bookmarks - -
% The foundation -1 FG9B00 manualgianann. pdf 681259 Bytes 05122017 11:12AM W

7 Online documentation
 Official portal

Create alternative contacts/addresses

If you want, you can create one or several alternative addresses for each of your prospects or
customers (one record/address for the director, another one for his or her assistant, another one for the
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delivery or legal service representative etc.). Assign such contacts to any business document
(commercial proposals, orders, etc.) so that the correct name will be automatically filled in on any
documents which are generated automatically by the system (such as PDF documents).

Contacts/addresses for this third party Create contact/address j
Name~ Position Address / Phone / Email Status
Enabled ¥ Q
@ United States
¢ Einstein Genius R, 333444555 Enabled @ & B}

* genius@example.com

E: Laurent Smith Director @ 45 Big road, Seattle, 897, United States Enabled @ © E|

Set status and potential of your prospects

If you want, you can set a contact status and a potential to your prospect. You can define the different
prospect potentials/levels according to your business needs.

No need to spend time in modifying the Prospect status after a conversation is completed. Just modify
the status in one click from the list view without even opening the prospect sheet.

For more advanced prospecting management, you can also use the lead management module.

Company~ Customer code City Zip Code Third party type  Phone Potential Prospect status Status =
From
v Prospect v None ¥ to Mever contacted ¥ Open v Q X
Medium
CUSTOMERE  CU1702-0004 Prospect o) Tobe contacted - x> 25050 @
£2 my CuU1702-0003 Prospect Low © Contact in process - x** '\ ¢* @ @
PROSPECT i P e

Create and convert your Quotes, Commercial proposals, Sale Orders, Interventions, Invoices, ...

Create rich documents using a WYSIWYG editor while reusing data such as predefined products and
prices according to the modules/features that you have enabled, like Quotes or Commercial
proposals, Sales Orders, Interventions, Invoices, etc. Manage documents from dedicated menus or
directly from the third party sheet. Your prospects can be converted into customers
automatically when a Quote or Commercial proposal is accepted.

Follow-up your prospects, and your customers

List and filter your database based on any attribute, tag or status.

Send emails to your contacts directly from the application, using predefined email templates.

Reuse your prospect or customer database to send mass emails with the Mass emailing module
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Export your database with the Export module to reuse your qualified records with other external
tools.

Find all the events related to your prospects and customers, such as proposal creation, invoice
validation, and many other events using the events recorded automatically as per the settings
configured in the module Agenda

- Al o R ] 3 “» =
Home  Third parties Products/Services Commercial Financial Bank/Cash Projects HRM Tools Point of sale  Documents Agenda
ﬁ\ gyBIg E2 Third party Card Prospect/Customer Projects Related items Bank accounts Margins Notifications Notes Linked files &)
ompany
Evenis/Agenda
I v
Company Corp 1 Backtolist < >
Third party //,—;\\ @ 21 Green Hil street, Los Angeles, 75500, United States cpen @
Mew third party f3) R 444123456
i & Comm e com 1 .
List . companycorpl@example.com o' hitp//companycorp1.com
List of prospects S} corpi L .
New prospect
List of customers Created by L Albert Einstein
N 1
ew customer Creation date 07/10/2010 06:35 PM PHP Time (server) / 07/10/2010 04:35 PM Client time (user)
List of suppliers - .
New supplier Modified by L Alice Adminson
Latest modification date 05/12/2017 11:06 AM PHP Time (server) / 05/12/2017 09:06 AM Client time (user)
Contacts/Addresses
Mew contact/address
List
Create event
Prospects
Customers
Suppliers Events about this third party
Other Ref.  Label Date Type Owner Status
Custo./Prosp. categories
v Q
New tag/category
Contacts tags/categories © 327 Email sent by MyBigCompany To Einstein 05/12/2017 01:53 PM  Automatically inserted events A Alice Adminson
New tag/category - )
© 318 Proposal PR1702-0029 validated 02/16/2017 01:46 AM  Automatically inserted events il PR1702-0029 A Albert Einstein
Suppliers tags/categories P
New tag/category 282 Order COT001-0023 validated 02/16/2017 12:05 AM  Automatically inserted events i coroo1-0023 A Alice Adminson
© 270 Order CO7001-0011 validated 02/16/2017 12:05 AM  Automatically inserted events i coroot-0011 A Alice Adminson
Dolibar2.0.2 © 268 Order CO7001-0008 validated 02/16/2017 12:05 AM  Automatically inserted events 4 coroot-0000 & Alice Adminson
© 16 Sociéte Mon client ajoutée dans Dolibarr 07/10/2010 06:35 PM  Other AL Albert Einstein
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Opportunities

4. Create and follow all your leads/commercial opportunities

Create your Lead/Opportunity

Create your lead or opportunity.

Include predefined products to save you time, or enter full content manually. Attach any external
document.

If predefined fields do not match your needs, add your own custom fields of any type (string, amount,
date, checkbox, combo list, ...) to the form.

" a P | - | B= B= o] e O - = ¥ Alice
Home Agenda | Third parties Producls | Services = Commercial | Billing / Payment | Accountancy =Bank/Cash Projects HRM Tools Documents | Point of sale -0
/ﬁ\ ggg\lgany B Project Project Project contacts @)~ Overview Notes Linked files @B Tasks @B Gantt @ EvenisiAgenda
Search - PJ1607-0001 Back to list >
e

Projects = PROJALICE1 open @

New project Third party : £ NLTechno (The OpenSource company)

List

Statistics Visibility Project contacts Description The Alice project number 1

Tasks/activities Opportunity status Qualification Tags/categories

New task Opportunity probability 20 %

List

Statistics Opportunity amount 8,000 €

Start date - End date 07/30/2016 12:00 AM - ?

Time spent

Tags/categories Budget 5,000€

New tag/category Priority 3

Linked files Latest 10 linked events Create event See all
Doc template beluga + English (United St... Generate Ref. By Type Event Dates
i 5] PJ1807-0001.pdf 15406 Bytes tono0170125P B ©  {) %, Phone Call ha Bose 01/31/2017 08:52

240  Alice Adminson  call PM
[} : \. Phone Phone call with Mr 07/01/2016 10:00
237  Charle Commercy call Vaalen AM

Use your opportunities for a 360 degree view

Create your quotes as well as commercial proposals and send them by Email from within the
application. Enter events or setup reminders in the agenda. Link any data (events, quotes, orders, ...)
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to your opportunities, so that you can easily find all information from the past with respect to the
opportunity.

Define an amount and a probability for winning your opportunities, so that you can have an idea of
what will be your expected turnover (opportunity amount averaged with the probability)

- E ] a3 - f B B ™ N ol 2 - = ¥ Alice
Home Agenda | Third parties Products | Services | Commercial Billing / Payment Accountancy Bank/Cash Projecis HRM Tools Documents | Point of sale -0 =
n o
A8 mysig Fmm Frojects Area All projects v | Refresh
Company -
This view presents all projects (your user permissions grant you permission to view everything).
Projects Statistics - Opportunities amount of open projects by status Open projects by third parties Nb of projects
New project i i
B Prospection Others, not linked to a third party 2
List
’ Ml Qualification %2 Company Corp 1 1
Statistics B Proposal
Tags/categories Il Negociation FdIndian SAS 1
New tag/category Paniing £2 NLTechno 3
M Won
Ml Lost {2 Prospector Viaalen 1
Opportunities total amount (Won/Lost excluded) 12,000.00 €
Opportunities weighted amount (Won/Lost excluded) 2,680.00 €

Projects Draft Opportunity Opportunity
[ 1] Third party amount status Stz
& PROJ2 £3 Company Corp

2

Change the status of your opportunities into "Won" or "Lost". If the lead is won, you can also reuse the
project to create new tasks to begin and track the project execution.

Follow your open opportunities

List and display all your open or closed opportunities. Choose which information you want to see on
your lists. Filter and sort them based on any criteria.
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P

Home Agenda | Third parties = Prodi

IT] Projects (5) 25 ¥

This view presents all projects (your user permissions grant you permission to view everything).

Project tags/categories: +  Projects with this user as contact: v
Projects
New project Third parties with sales representative: v
List
Statistics ~-Only opport ¥ v QK

v v
Tasks/activities
- Opp. Opp. =

New task Ref. Label Third party Start date End date Opp. status amouni  probab,  Budget Priority Status = ||
List

[ PJ1607-0001 PROJALICET [ NLTechno 07/30/2016 Qualification 8,000.00 20% 5,000.00 3 Open . ]
Statistics

PJ1607-0002 PROJALICEZ [ NLTechno 07/30/2016 Won 7,000.00 100% 1 Closed -
Time spent

PJ1607-0003 PROJALICE2 [E NLTechno 07/30/2016 Won 3,550.00 100% 5 Closed ]
Tags/categories

: x ji E ificati 5 =]
Neawltagientbgary PJ1607-0004 Project Top X 8 Prospector...  07/31/2016 Qualification 4,000.00 27% open@® C

PROJ2 Project Two  [F2 Company C... 07/09/2010 Megotiation 60% Draft 7]

O Total 22,550.00 5,000.00

Analyze your performance

Use the predefined statistics pages to get useful information about your company or about the
performance of your sales representatives.

al 2

Home | Agenda Third parties Prod es Commercial Biling / Payment | Accountancy Documents | Point of sale

amm Statistics on projectsileads

atistics By monthiyear

MyBig
Company

Projects
New project Fiiter Nb of created projects by month
5
List Third party W 2015
Statistics - 4
W 2016
Tasks/activities Yoo 2016 ~ 5
New task
g Refrash 2
List S
Statistics 1
Time spent o
Year Nb of projects Opp. amount Average Opp. amount Weighted Opp. amount Jan  Feb  Mar  Apr  May Jun  Jul  Aug  Sep Oct  Nov Dec
Tags/categories
2016 4 22,550.00 5,637.50 13,230.00 Opportunities amount of projects by status
New tag/category
2015 ) o o o
E 2014 0 0 0 0
Won (10,5
2013 ] [} o 0
47%] {12,000.00 €}
2012 0 0 0 0 53%
2011 0 [} o L)
2010 B 0 o 0

Amount of opportunities by month

30000
2015
25000 | 2015

2016
20000 L
15000

10000
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Like any other data, export your Opportunities with the Export module, so you can reuse them with
third-party tools, or connect your existing Data analysis tool directly to the open database for Big
Data analysis.
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Quotes and Proposals

5. Create and send professional-looking proposals to your prospects and customers instantly...

Create your Quote or Commercial Proposal

Create your quote from your prospect/customer sheet, or just in one click by reusing a previous
proposal.

Include predefined products to save time, or enter the full list of products and services manually.
If predefined fields do not match your needs, then add your own custom fields of any type (string,
amount, date, checkbox, combo list, ...) to the form.

" 5 al a R B= B= o] O o *» - = ¥ Alice
Home Agenda | Third parties Products | Services Commercial | Billing / Payment | Accountancy Bank/Cash = Projecis HRM Tools Documents = Point of sale =0
£B5. wyni )
ﬁ cgmgany 8 Commercial proposal Proposal card | Contacts/Addresses Notes  Linked files @  Log
Search v %= PR1702-0028 Backtonst °¢ 2

Ref. customer [ :

Commercial proposals
Third party : £ Indian SAS (Other proposals)

Draft (needs to be validated)
Mew proposal

Project (& :
List
Statistics Dlstouns This customer has no relative discount by default. This Ameount (net of tax) 400.00 €
T L customer has no discount credit available.
Amount tax 0.00€
New order Date [ May 01, 2016
Amount tax 2 000 €
List .
Validity ending date ~ [4 May 16, 2016
Statistics Amount tax 3 000 €
Payment terms [# 30 days of month-end
Suppliers orders 7 Amount (inc. tax) 400.00 €
N i Delivery date E]
List Availability delay 4 Margins Selling price Cost price  Margin Margin rate
after order’
Statistics ¢ ! Margin / Products 400.00 000  400.00
Shipping method E]
Contracts/Subscriptions. Margin / Services 0.00 0.00 0.00
New contract/subscription Source B}
i Total Margin 400.00 0.00  400.00
s Payment type [# Debit payment order
Services
Interventions e
argin al
Newiirveriion Description Sales tax U.P. (net) Qty Reduc. Cost price rate  (net)
— @ COMP-XPA4548 - Computer XP4523 0% 100.00 4 0.00 nia 400.00 ¥ W
Statistics
Not a predefined entry of type A

Supplier proposals
# Predefined products/services to sell m{
New price request

List ® Souce 33 | %~ | Format CAKECONTRIB (123456789088) - Cake making contribution - 0 € Net of tax - 1 Menth

COMP-XP4523 (123456789055) - Computer XP4523 - 100 € Net of tax - Stock:110

Statistics =
B I US A-T |2 COMP-XP4548 - Computer XP4523 - 100 € Net of tax

Process your commercial proposal
The PDF of your commercial proposal is automatically generated and updated.

Send your quote or a selection of quotes via Email, directly from within the application. Use your
predefined email templates so you don't even have to type any text.
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Depending on the modules/features you have enabled, you can also convert your commercial proposal
into an order (module order), a contract (module contract), intervention (module intervention), invoice
(module invoice), or a combination of these. If the module margin is enabled, you can also review the
margin of your proposals.

Modify the status of your proposals to "Refused" or "Signed". Your prospects are converted into
customers automatically, as soon as a commercial proposal is signed.

Follow the status of your commercial proposals

List and display all your quotes. Choose which information you want to see in your lists. Filter and sort
them based on any criteria.

" a ad & 1 Be B ol a = °» - = ¥ Alice

Home Agenda  Third parties = Products | Services Commercial Billing / Payment | Accountancy Bank/Cash | Projects HRM Tools Documents = Point of sale =0 &

ﬁ\n,mg R List of commercial proposals (30) 25 v 1 2 ¥

Company
Third parties with sales representative: +  Linked to a particular user contact: v
Searc v
Including product/service with tag: v
Commercial proposals
New proposal
! v o X
List v
Drafts
Open Ref. R omer  Third party Date Enddate  Amount ("E"ﬂg; Author Creation date Status =
Signed (needs billing) R ¥ Ref. —
1 PR1702-0030 A £2 Magic Food Store 11/12/2016 11/27/12016 608.00 X demo 02/16/2017 01 Ref "
Not signed (closed) ef. customer
. L | Third party
Billed £ PR1702-0028 A £2 Company Corp 1 06/24/2016 07/09/2016 720.00 o 021672017 O .
aeinstein City
Statistics Zip Code
# PR1702-0028 ‘= £% Indian SAS 05/01/2016 05/16/2016 40000 % demo 02/16/2017 O P
Customer orders State/Province
# PR1702-0027 £% Indian SAS 07/23/2015 0B/07/2015 1,000.00 % demo 02/16/2017 0 Counfry
New order Third party type
List 1l PR1702-0026 £2 Magic Food Store 07/30/2015  08/14/2015 44000 & demo 02/16/2017 O ¥ Date P i
v
Statistics A PR702-0025 A 8 Swiss Touch 11272016 1172712016 30000 & ozrtera0t7 o) ¥ Enddate
aeinsiein ¥ Amount (net of tax)
Suppliers orders
1 PR1702-0024 A £ Indian SAS 04/03/2016 04/18/2016 710.00 % demo 02/16/2017 0 Amount tax
New arder Amount (inc. tax)
List & PR1702-0023 % Spanish Comp 07/09/2016  07/24/2016 1,018.00 aem.lstein 02/16/2017 D4Rt ey =
Statistics
# PR1702-0022 A £2 Generic customer 11/13/2016 11/28/2016 250.00 % demo 02/16/2017 01:46 AM Open @
Contracts/Subscriptions
New contract/subscription 1 Pr1702-0021 A ££ Dupont Alain 04/03/2016 04/18/2016 71500 4 demo 02/16/2017 01:46 AM open @
List 1 PR1702-0020 £ Patient Superlll 11/13/2016 11/28/2016 70.00 aem.lstein 02/16/2017 01:46 AM Draft
Services
E If l B
Interventions £ PR1702-0019 % Indian SAS 09/23/2015 10/08/2018 B89.00 aeinstein 02/16/2017 01:46 AM Open ([ ]
New intervention # PR1702-0018 A % Patient Superlll 11113/2016  11/28/2016 830.00 aem-'-stein 02/16/2017 01:46 AM open @
List
Statistics 1l PR1702-0017 A\ £ Dupont Alain 03/30/2015 04/14/2015 200.00 % demo 02/16/2017 01:46 AM Open @

Analyze your performance

Use the predefined yet dynamic statistics pages to get useful information about your company or
your sales representative's performance.
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- a8 |

Home Agenda  Third parties = Prodi rvices Commercial i y Tools Documents = Point of sale

ﬁn MyBig a Commercial proposal's statistics

Company
Statistics By month/year

Commercial proposals

Filter Number by manth
New proposal
- B
st Third party . 205
Drafts
W 206
Open Created by . 4
Signed (needs billing) 3
Mot signed (closed) Status b s
Billed
Year 2016 v 1
Statistics I
)
Customer orders Refresh Jan Feb Mar Apr May  Jun Jul Aug Sep Oct  Mov  Dec
New order
Amount by month (net of tax)
List
3000
liehey) Year Number of commercial proposals % Total amount % Average amount % 2500 I 2015
Suppliers orders W 2016
2016 17 89 8,159.00 110 47994 1 2000
New order -
i 2015 9 0 388800 0O 43200 o 1500
Statistics fooo
500
Contracts/Subscriptions
e 1] ..
New contract/subscription Jan Feb Mar Apr May Jun Ju Aug Sep Oct Mov Dec
List
Services Average amount
ke " 2000
nterventions . 2015
New intervention
1500 i
List
Statistics anon (=]

Export your proposals with the Export module to reuse them with external tools, or connect your
existing BI suite directly to the open database for Big Data analysis.
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Sale Orders

6. Manage your customer or supplier orders.
Manage your order workflow and product stock according to your rules.

Create your Order

Create your orders from your customer sheet, or in a single click by reusing a signed proposal or
contract to save time.

Include predefined products to save you time, or enter the list of products and services manually.
If predefined fields do not match your needs, add your own custom fields of any type (string, amount,
date, checkbox, combo list, ...) to the form.

¥ Alice
OS>
/ﬂ\\ MyBig |8 customer order oOrder card Cor Notes Linked files Log
Company
Search - CO7001-0027 Backtomst < >
Ref. customer [4 :
o 4 - Delivered .
Bookmarks b Third party : £8 NLTechno (The OpenSource company) (Other orders)
Project [ &
Ll My dashboard
DS This customer has no relative discount by default. This Amount (net of tax) 50.00 €
# setup customer still has credit notes for 12.00 Euros.
Amount tax 0.00€
CompanyiOrganisation £k Date 02/23/2015
Modules/Applications Planned date of Amount {ax2 000
. =
Menus delivery Amount tax 3 0.00 €
Displa:
= Shipping method |4 Catch Amount (inc. tax) 50.00 €
Translation
Payment terms Z Due Upon Receipt ) ) )
Default values - Margins Selling price Cost price Margin Margin rate
Widgets Payment type [
Margin / Products 50.00 0.00 50.00
Alerts
Security Curency EUR - Fuwos Margin / Services 0.00 0.00 0.00
Limits and acouracy Curmncy. corversian rate;. 1 Total Margin 50.00 0.00 5000
PDF Avallability delay E]
Emails o ’ -
annel one campaign
sMs = paigi
Dictionaries Incoterms =
Other setup
EE Admin tools uP ) Margin  Total Total (net
Description Sales tax U.P. (net) (currency) Qty Reduc. Cost price i (net) M"m"hll:

Process your Order
The PDF of your order is automatically generated and updated.

Send your order acknowledgement by Email directly from within the application. Use your
predefined email templates, so you don't even have to type any text.
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Depending on the modules/features you have enabled, you can also convert your order into a contract
(module contract), intervention (module intervention), invoice (module invoice) or a combination of
these. If the module margin is enabled, you can also review the margin on your orders.

If you decide to manage shipments, then you can close your orders automatically when all the

shipments are completed. Depending on your setup, if you need to manage stock, your stock may also
be automatically increased or decreased as applicable.

Follow the status of

your open Orders

List and display all your orders. Choose which information you want to see in your list views. Filter
and sort your lists based on any criteria.

® & a2 & R B B

Home Ageni Thid Produ Comr Billing Acce

[o IENFL - " B I ]

Bank/ Projei HRM Tools ECon Docur Memt Monit aaa

- e B B 3

Webs Filenm SellYt Point

A MyBig ﬁ List of orders (67) 25 v 1 3 )
Company
Third parties with sales representative: - Linked to a particular user contact: v
Search -
Including product/service with tag: -
Bookmarks -
v LI - §
Commercial proposals M M
New proposal
prop Refa Ref. order for Third party Order date Planned date Amount (net Status  Billed =
List customer of delivery of tax)
Statistics 4 co7oo1-0050 A A 100000019 3 Customer 1 Customer last  01/10/2018 01/10/2018 500.00 In process @ No
Customer orders 4 coroo1-o0as A A = 100000018 £2 Customer 1 Customer last ~ 01/10/2018 01/10/2018 500.00 In process @ No
MNew order P df
3 coroot-aoas A| & PrevevP r 73 Customer 1 Customer last  01/10/2018  01/10/2018 500.00 inprocess ® Mo
List Download pdf
Draft 4 co7001-0047 A A& 70000001 g2 Customer 1 Customer last  01/10/2018 01/10/2018 500.00 In process @ No
Validated
1 co7001-0046 A A 100000011 £2 Customer 1 Customer last  10/30/2016 10/30/2018 5,250.00 In process e No
In process
Delivered 4 coro01-0045 A A 100000015 £2 Prénom Nom 01/10/2018 01/10/2018 50.00 In process @ Yes
Canceled
4 CO7001-0044 100000013-1 £3 Prénom Nom 01/10/2018 01/10/2018 45.00 Canceled No
Statistics
4 CO7001-0043 = 100000013 £3 Prénom Nom 01/10/2018 01/10/2018 150.00 Canceled Mo
Suppliers orders
New order 4 coroot-0042 A A 1000000111 T3 Customer 1 Customer last ~ 11/23/2018 11/23/2016 3,465.00 Validated [ ] No
List 4 coroo1-o041 A A 100000005 £3 Customer 1 Customer last  06/08/2016 06/08/2016 210.00 In process L4 No
Statistics
1 CO7001-0040 100000006 £3 Customer 1 Customer last  05/27/2016 03/27/2016 230.00 Processed Yes
Contracts/Subscriptions

Analyze your sales or delivery performance
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Use predefined and dynamic statistics pages to get useful information about your sales

representative's

® & 4 &

Home Agem Third Produ C

omn  Billing

performance.

B T U R O |

# m

coi Bank/ Frojer HRM Tools ECon Docur Memt Monit asa

. (B

Webe  File n

ﬁua

i
Cgmgany
Search

Bookmarks

Commercial proposals
New proposal

List

Statistics

Customer orders
New order
List
Draft
Validated
In process
Delivered
Canceled

Statistics.

Suppliers orders
New order

List

R Order's statistics

- Slatistics By month/year
Filter Number of orders by month
Third party - 8 M 2016
. 2017
Crealed by v
Status v -
2
Year 2017
. | m
Refresh Jan  Feb Mar  Apr  May Jun  Jul  Aug  Sep Oct Nov Dec
Amount of orders by month (net of tax)
Year  Number of orders %  Total amount %  Average amount % 6000 | 2016
2017
2018 9 -95 2,050.00 -60 41000 -1
4000
2017 1 -61 5,082.00 -66 462.00 -13
2016 28 833 14,920.00 12874 53286 1290 2000
2015 3 0 115.00 0 38.33 0 | rj_ |_|
0 | e I
Jan  Feb Mar Apr  Mav Jun  Jul  Aug  Sep Oct Nov Dec

Export your orders with the Export module to reuse them with third-party tools, or connect your

existing BI suite directly to the open database for Big Data analysis.
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Contracts and Subscriptions

7. Manage customer/supplier contracts and subscriptions.
Generate recurring invoices of subscriptions automatically.

Create Contract with subscribed services

Create your contract from your prospect/customer sheet, or just in one click by reusing a proposal or an
order.

Include predefined products/services to save your time, or enter the full list of products and services
manually.

If predefined fields do not match your needs, add your own custom fields of any type (string, amount,
date, checkbox, combo list, ...) to the form.

A PDF of your contract is automatically generated and updated.

® & 4 & R B2 Be SOS R B OF M OE e e 6 =

Home  Agenda  Thirdp... Product... Comme... Billing/... Accoun... BankiC... Projects HRM Toals. ECom... Docum... Members Monitori... aaa Websites ~ Filema... SellYou... Fointof..

ﬁ 'Cdgralgany 4 contract Contract card Contacts/Addresses ( Info instance Backup Restore/Upgrade Users Notes Linked files Log
Search - CT1712-0004 Backtolist € >
o
Ref. customer |4 : abc
s 3 - 2 Services: 0 2 . 0 . 0
Bookmarks ¥ Ref. supplier [&:
Third party : {8 SweetCustomer

Commercial proposals Fojoct I
New proposal
i Discount This customer has no relative discount by default. This customer has no discount credit available.
Statistics Date |4 12/05/2017 06:54 PM
Customer orders =

Service #1 Sales tax U.P. (net) ~Qty Reduc.
New order {currency)
List £) DOLICLOUD-...K-Dolibarr - Instance Dolibarr ERP & CRM 0% 0.00 0.00 1 E] [ ]
Statistics Planned start date: 12/30/2017 - Planned end date: 12/30/2018

Status of service: . Running, not expired @
SUPPLICTRCICES Real start date: 12/05/2017
hlew;oraer Service #2 Sales tax UP. (net) UP oty Reduc
List {currency)

< i 20% 108.00 0.00 1
St £ Additional users ER |

Planned start date: 12/30/2017 - Planned end date: 12/30/2018
Contracts/Subscriptions status of service: @ Running, not expired ®

New contract/subscription Real start date: 12/05/2017

List

Services Send by EMail Modify Create Order Close all contract lines

Services not active

Running services
Change the status of your services ("Running", "Disabled") and update the end date at any time. Attach
notes or files to your contract.

Convert your customer contract into one-time invoices or recurring invoices
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You can convert your contract into one or several invoices. If your contract is supposed to track a
recurring service, then convert it into a recurring template invoice: Define the frequency, amount,
date of the first invoice and/or a maximum number of invoices to generate. Your template invoice will
be pre-filled with the data of your contract services, and the invoices will be generated automatically.

A 08 A R AL SRR R MRE e @ S

Home Ageni Thid Prodt Comn Biling Accol Bank/ Projsi HRM Tools ECon Docur Memt Monit asa Webs Filem SelYt Foint

ﬁ MyBig @l Tempiate invoice Invoice card
Company
- - . Backtolist <
Search v Template invoice for CT1712-0004 3
e - g Third party : 8 SweetCustomer Active .
st bl Project [4
Customer invoices e %
Author Alice Adminson A Recurrence
New invoice
List Amount {net of tax) 40.50 € Frequency |4 Every 12 months
List of templates Amount tax 0.00€ Date for next invoice generation |4 1243002017
(= it
S Amount (inc. tax) 40.50 € Max nb of invoice generation Ej
Reporting
Statistics Payment terms (4 Due Upon Receipt Status of generated invoices |4 Draft (needs to be validated)
P it Strij
Supplier invoices Symentpe i stipe
Nb of invoice generation already done 0
New invoice Note (public) 4

Date of latest generation

kit Note (private) £}
Payments
Bank Account Number |4
Reporiing =
Statistics Doc template 4

Billable orders

Total
Description Sales tax U.P. (net) Qty Reduc.
Donations (net)
1 DOLICLOUD-PACK-Dolibarr - Instance Dolibarr ERP & CRM 0% 45.00 1 10.00% 4050 4 W
Special expenses
Socialfiscal taxes Not a predefined entry of type .

A link is maintained between your template invoice and your contract so that any invoices generated
will also be linked to the contract.

You can change, at any time, the content of your contract or the content of your template invoice and
the way you will bill your customer without having to break this link.

Follow and manage your contracts and services

Check which service is expired or is about to be expired. Renew your contract/service before the end
date or close them if required.
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File ma. .. You... Pointof..

ﬁ\mymg ﬁ List of running services (5) 52 .
Company

Including product/service with tag: -
Search b

Contract Service Third party Real start date Planned end date Status =
Bookmarks g

M M Running LI - §
= =

Commercial proposals

d ‘ .
New proposal = :

prop: CONTRACT1 & CAKECONTRIB - Cake making cont... #% Spanish Comp Nov 14, 2017 Draft

List
Statistics d CONTRAT1 ] CAKECONTRIB - Cake making cont... E2 Teclib Jul 10, 2010 Feb 13, 2017 A Expired .

d cTi712- £ DOLICLOUD-PACK-Dolibarr - Instance g ;
Customer orders 0004 Dolibar... SiealClishamar Dec 05, 2017 Dec 30, 2017 A Expired L4
e e dcTi712 ]

el =z e g F
List Goaa @ additional users i — Dec 05, 2017 Dec 30, 2018 Not expired @
Stitctes d cT1712 £ DOLICLOUD-PACK-Dolib Instal

g - - -Dolibarr - Instance :

0005 Dolibar... ga Dedad 2017 Not expired @
Suppliers orders
New order
List
Statistics
Contracts/Subscriptions

New contract/subscription
List
Services

Services not active

Running services
Export your Contracts and Services along with their status with the Export module to reuse them with
third-party tools, or connect your BI suite directly to the open database for Big Data analysis.

Table of contents



https://www.dolibarr.org/presentation-imports-exports.php

Help Desk | Tickets

8. Manage a help desk / follow issues.

A portal for your partner or customers to report tickets or issues
Text soon available...

Follow and answer tickets

Text soon available...

Create tickets automatically from emails

Use the module Email Collector to scan input mailboxes and create tickets automatically.
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Employees and Users

9. Manage your users, user groups, and permissions

Create your employee/user accounts

Create user accounts for your employees (internal users) and/or for your customers, suppliers, or
partners (external users). Creating an account for your employees will allow them to access data in
Dolibarr and to interact with all the application features such as Third parties, Business documents, and
other applicable modules according to the access control permissions that have been defined.

Creating a user only requires saving a name, a login name, and a password. Many other options and
data can be set, such as job position, gender, notes, attaching external files, status etc. You can also

set a user color so that you can identify user events easily on the agenda module.
* a m wl & 3 Be 8= & = » E| » - L]

Accueil  Agenda Adnerents  Tiers  Produits | Services Commercial Faciuration | Paiement Banques | Caisses Comptabilit¢ Leads | Projects  GRH Outils  Ticket Documents Websites DoliCloud Point de Vente

/'?} MymIg i A utilisateu Fiche utilisateur ~ Permissions Interface utilisateur  Import calendriers externes  Notifications  Configuration Google Note defrals  HR et banque Note
Fichiers joints Suivi
Rechercher

Marque-pages - Retourliste € >
Alice Adminson
|l Mon tableau de bord testidrd@dolicloud.com Actif .

# Configuration

Societa/Organisation Identifiant admin Couleur de I'utilisateur
Modules/Applications Motdepasse ~  TTT™T Tags/catégories
Menus . . . .
Administrateur oui & Derniére connexion 26/10/2018 14:35
Affichage
N Type Interne Connexion précédente  26/10/2018 13:25
Valeurs/Filtres/Tri par défaut Genre Femme Environnement Toutes les entités
Wiagets salarie oui aaa
Alertes
oo Responsable hiérarchique & Zack Zeceo Lien tiers / contact Cet utilisateur mest ni un prospect, ni un client, ni un fournisseur
Limites et précision Posteffonction Admin Technical Lien adhérent Utiisateur non lié & un adhérent
PDF
Tarif horaire moyen 50,00 € sSignature Alice - 123
Emails __USER_LASTNAME
sus Tarif journalier moyen " MYCOMPANY NAME
Dictionnaires. sSalaire
Divers

Heures de travail (par

_ semaine)
£ outils d'administration

Date d'embauche
& utilisateurs & Groupes
End date of Employment
Date de naissance

Compte comptable

ENVOYER EMAIL MODIFIER

Define the hierarchy of your employees/users

Set the hierarchy of your employees, so that when filling in leave requests, expense reports, and in
other respective modules, the supervisor of the employee will be notified to validate the request.
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\\ﬁ List of users (Hierarchical view) List view

Hierarchical view O unde expand | 3 Expand all Status

v QX

- fi Laurent Destailleur (Idestailleur)
=4 Zack Zeceo (zzeceo)
=] Alice Adminson ¥ (admin)

22, Charle Commercy (ccommercy)

-2, Bob Bookkeeper 2 (bbookkeeper)
- David Doe (demo)

=-4 Sam Scientol (sscientol)
-3 Pierre Curie (pcurie)

& Marie Curie (mcurie)

- [@ Albert Einstein (aeinstein)

EEEEEEXEEEEN

Define an hourly rate for each of your employees

Define an hourly rate for each employee, so that if they use the timesheet feature, their time spent will
be converted into a value in your currency. If you use the module Project, you will be able to see the
cost applicable for the time spent by your employees as part of the profitability of your projects.

Table of contents



https://www.dolibarr.org/57-documentation-features-229-projects-tasks.php
https://www.dolibarr.org/57-documentation-features-214-timesheets.php

Set an user e-mail and a nice corporate email signature

Saving an e-mail address on the user's card will allow the user to send emails from within Dolibarr.
Their signature will be displayed in each email sent from Dolibarr.

Set permissions for your users or groups

You can prevent users from having access to certain Dolibarr features and confidential data by defining
appropriate user permissions on the user card's 'permissions' tab.

If you have a lot of users, then you must consider creating user groups, define permissions on those
user groups, and assign users to those groups.

Personalize the display for each user

Each user can personalize the environment, including language, theme, entry page, and also the
dashboard.

Leave requests, expenses reports, and timesheets

Depending on which applications and enabled and which permissions have been assigned, users will
have the ability to create leave requests, expense reports, and timesheets. L.eave requests and expense
reports will have to be approved by the user's supervisor, who will be notified via email when a leave
request or expense report is submitted by the user.
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Expense Reports

10. Let your employees record their expense reports. Approve and follow their payment.

Expenses reports feature offers a workflow to let your employees make their expense report. The
manager will receive alerts to refuse or approve the expense report. You can also follow if it has been
paid or not.

Expense report requests

Let your employees fill in their expenses reports. A permission system tell who can and can't record

such requests.

Join any files (proof of purchase, receipts, bills, ...) to the expense report.
t a al o B Be E o = - L ]

Home Agenda Third Parties Producis | Services Commercial Biling | Payment Bank | Cash Projects  HRM Tools  Members Pointofsale Websites Incidentticket Documents SellYourSaas

/"0\“- MyBig A Expensereport | Card  Linked files Notes Log
Company

S Backtolist <

ADMIN-ER00002-150101

Bookmarks - Dratt
Leaves
New User {) Alice Adminson Amount (net of tax) 58.33€
List Pericd From 01/01/2015 to 01/03/2015 Amount tax 1.67€
Balancs of |

alance ofleaves Validation date 01/22/2016 07:06 PM Amount (inc. tax) 60.00 €
Monthly statement

User responsible for
., P £ Alice Adminson A Payments Date Type Bank account Amount
approval

e w1 02/16/2017 Check 5.00
New w2 02/16/2017 Check B LuxBAC 1.00
List

orart Already paid: 5.00

Validated Amount claimed: 60.00

Approved

Remaining unpaid:
Paid 'g unp 54.00
Canceled
Line . UP. (inc Amount (netof  Amount (inc
Refused
. Date Project Type Description Sales tax = aty 3 =
Statistics
1 01/01/2015 & PROJ Lunch 20% 10.00 1 833 1000 & M@
Time spent
2 01/08/2015 B PJ1607-0003 Transportation  Taxi o Paris 0% 50.00 1 50.00 000 &
Date Project Type Description Sales tax ue (";'; aty
. 806 (C+8-12) v 1 Add
y
MODIFY VALIDATE AND SUBMIT FOR APPROVAL CLONE DELETE

Finbad filae

Define the type of expense reports in the dictionaries, so you will be able to have accurate statistics. If
you use the module Accounting, each type of expense may be dispatched into a different accounting
account.

Link expense reports to your lead/projects and retrieve them in the project overview.

Validate and send e-mail for approval
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Validate your expense report for approval. An E-mail is generated automatically and sent to the
employee supervisor.

Approve the expense report

As a manager, find all the expense reports waiting for your approval, and validate or refuse them.

#* a l I3 1 s da < ® m = - E » [
Accueil Agenda Tiers Produits | Services Commercial Facturation | Paiement Banques | Caisses  Projets GRH Outils Adnérents  Point vente Websites Ticket Documents  SellYourSaas
/d\ MyBig Liste des notes de frais (3) 25 v NOUVELLE NOTE DE FRAIS @
Dl company
v v valige v QX
Rechercher -
N Ref. Utiisateur Date début~ Date fin Date validation ~Date approbation Montant HT ~ Montant TVA  Montant TTC Etat =
Marque-pages -
i ER1808-0002 = Alex Boston 02/02/2017 02/02/2017 24/08/2018 50,00 0,00 50,00 valide @
Congés
2 ER1808-0001 1 = 4 Alice Adminson 01/02/2015 28/02/2015 24/08/2018 141,67 28,33 170,00 Valiae @
Nouveau
Liste 2] ADMIN-ER00002-150101 ] *= ’ Alice Adminson 01/01/2015 03/01/2015 24/08/2018 16/02/2017 58,33 167 60.00 Valide [ ]

Solde des congés Total 250,00 30,00 280,00
Etat mensuel

Voir historique modi.

Notes de frais

Nouveau

Liste
Brouillon
Valide

Approuve
Paye
Annulé

Refuse the expense report or approve it. And let your employee know why an request was refused.

Pay the expense report

Follow which expense report was payed or not.

Export data

Use the export wizard to export all the data required by your bookkeeper or by any payroll
providers.
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Leaves

11. Allows your employees to make leave requests.
Once the leave request is approved, the system automatically decreases the leave balance.

Define different types of leaves/holidays

According to your country and its laws, define all the types of leaves and define how the leave requests
are managed.

Q=
Code Label Manage a counter Notice period New by month Country Status
LEAVE_OTHER  Other leave (] 0 0.00000 () & o
LEAVE_PAID Paid vacation 1 7 0.00000 () v o
LEAVE_SICK Sick leave (] 0 0.00000 () s o
LEAVE_PAID_FR  Paid vacation 1 30 208334 FR - France (@)) s o
LEAVE RTT FR  RTT 1 7 0.83000 FR - France 0 s o

Create a leave request

Give your employees the permission to create their own leave requests.
M & B & 3 BB B S R E P = @ S S

Hom Ager Mem Thirc Prod Com Billin Banl Accc Leac HRM Tool: Ticke Doci Web Doli¢ Poin  Poin

ﬁ\ MyBig A | cave card Linked files

Company
Creei - Back tolist £
A HL1810-0002
Bookmarks v Awalting approval
Employees
User 6 Alice Adminson Requested by e) Alice Adminson
New employee
Lt Type Sick leave will be approved by ) Alice Adminson
Start date (First day of vacation) 10/25/2018 Moming Creation date 10/25/2018 11:59 AM
Leave
New End date (Last day of vacation) 10/25/2018 Afternoon
List Number of days of vacation 5
Draft consumed
Awaiting approval Description
Approved
Cancoted APPROVE REFUSE CANCEL
Refused

Balance of leave
Monthly statement

View change logs

Expenses reports

MNew

List

Approve or refuse each leave request
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As a supervisor, you will receive an e-mail which contains a direct link to the leave request record
of your subordinate. You can use the link to navigate into the system and accept or reject the leave
request. The employee will get a notification informing him or her about the status of the leave request.

Analyze and update the balance of leave/holidays

The application will update automatically (or not), the balance for each type of leave/holidays.

List and filter leave requests

List and filter all leave requests according to their status, date, employee, or any other property.
Export your data into text files.

Get a monthly statement of leave requests.

As a Human Resources manager, edit the balance of each user, for each type of holiday or leave, at
any time.

Track leave requests and remaining leave/holidays

As an employee, consult the status of all your leave requests and your balance of remaining

leave/holidays.
®* a ®m 4 & B3 B B B & S R H # = @ = =

Home Agenda Memb... Third... Produ.. Com... Biling... Bank|... Accou... Leads.. HRM  Tools  Tickst Docu... Websi.. DoliGL.. Point... Point..

ﬁ glg.alga"y L use User card Permissions User display setup Import external calendars GlickToDial Notifications SKin editor Google setup Expense report

HR and Bank Note Linked files Log
Search

i X Backtolist € 3
Alice Adminson
Employees ! testldrd@dolicloud.com Enabled @

New employee

List
Leave balance is 15 days.
Leave - Paid vacation: 15
New
List MAKE A LEAVE REQUEST

Balance of leave
Monthly statement

View change logs

Alice Adminson (All entities) + - v v X

Expenses reports M M M
blaw Ref. Creationdate  Employee Approbator Type c“"SUD“?ey: Start date End date Status
List
Sl ;"‘m:‘“m"’ 101252018 @ Alice Adminsan @ Alice Adminson Sick leave Tdays  TREAEOLS 1902018 Refused

A HiL1s1o- 10/25/2018 10/25/2018 .

10/25/2018 Alice Adminson Alice Adminson Sick leave 1 days

pects [« [ y aekeic artie Awaiting approval @

;;;“503’ 03/20/2018 €@ Alice Adminson @ Alice Adminson Sick leave 1days: (TXEEOL oo Approved

Al 158 03/20/2018 (G Alice Adminson @ Alice Adminson Sick leave 0.5 days mf‘a”ﬂ?'g ouazEo1d Canceled

A 157 03/20/2018 € Alice Adminson @ Alice Adminson Sick leave 4 days U?"‘_‘”Z_u'? 03’ 1_9’ 2‘_’_“3 Approved

i 155 03/20/2018 @ Alice Adminson @ Alice Adminson Sick leave 2 days 0?{2?/2“015 ofucln‘t.zom Approved

# 154 02/09/2018 (G Alice Adminson @ Alice Adminson Other leave 1days D%QD?QHD!B O2E01D Approved
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Timesheets

12. Enter the time spent on user-friendly timesheets. See the impact on the project's profit.

Fill your timesheet using the interface that suits your needs.

Several solutions are available to enter your timesheets, from a weekly grid, to a daily grid and
monthly grid...

® & W A & 3 B2 @ B RE # = &8 8 =

Hom Ager Mem Thirt Prod Com Billin Bank Accc Le HRN Tt Doct Web Doli¢ Poin  Poin

/ﬁ\\ MyBig % Time spent Input per week Input per day

Company

This view is limited to projects or tasks you are a contact for. Only open projects are visible (projects in draft or closed status are not visible).

Searct v Only tasks assigned to you are visible. Assign task to yourself if it is not visible and you need to enter time on it.
Bookmarks - < 2018, Week 43 » (Today)
~  Task executive v Assign task to me o Refresh
Leads | Projects
User Alice Adminson (All entities) ~ Project Third Party

New lead or project

List Q B

List open leads

List open projects Task Planned Declared Time spent STS: Mon Tue Wed Thu Fri Sat Sun
workicad  progress  (Everybody) 10/22118 10/23118 10/24/18 10/25M18 10/26/18 10/27/118 10/28/18
Statistics (Alice)
Tags/categories Total - Expected worked hours per week: 0 05:00 08:00 09:00 06:00 07:00 00:00 00:00 35:00
[EBEks/achivities = PROJ1 - T2 Company Corp 1 - Project One
New task !3
List [reiciuo00s 10:00 0% v 02:30
Analyze
Statistics ™
TK1810-0003 0500 25% v 03:00 01:00
Specification
Time spent
B TK1810-0002 - 0% ¥ 01:00 —— 500 6:00 6:00
Development
 Ti1810-0004 86:00 0% v 7:00
Tests
4 RMLL - Project management RMLL
o 02:00 03:00 06:00
- 0% 19:00  19:00
Heberger site RMLL M
Total - Expected worked hours per week: 0 05:00 08:00 09:00 06:00 07:00 00:00 00:00 35:00

Save

Input per week
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Home Agenda Memb... Third... Produ... Com... Biling... Bank|... Accou... Leads... HRM Tools  Ticket Docu.. Websi.. DoliCL.. Point... Point.

B8 wysi Time spen
u Cgmgany % Time spent Input per week Input per day

This view is limited to projects or tasks you are a contact for. Only open projects are visible (projects in draft or closed status are not visible).
Only tasks assigned to you are visible. Assign task to yourself if it is not visible and you need to enter time on it.

Search -

Bookmarks v £ Friday 10/26/2018 » (Today)
~  Task executive v Assign task to me B Refresh
Leads | Projects

New lead or project User  Alice Adminson (All entit... ~ Project Third Party

List Q =

List open leads

Planned Declared Time spent  Time spent
List open projects Task ortoes i Wbﬁﬂ 1 Npl‘:e) Start hour Duration Note
Statistics
Total 08:00
Tags/categories
& . _ Proj
Taskslactivities B PROJ1 - §  Company Corp 1 - Project One
New task % TK1810-0001 ’ o ; ; 1 ) " Reading
Analyze 10:00 0% v 03:30 01:00 00 v:00 + 01:00 + 3‘ - documentation
List A
Statistics
Meeti ithe
?ﬂffm?mm 05:00 5% v 03:00 01:00 00 v: 00 ¥ + 4 eeting marathon
Time spent pecification e A
H Tk1810-0002 - 0% v 01:00 —i 00 v:00 v +
Development Y
% TK1810-0004 88:00 0% v i~ 00 v:OO v +
Tests £
[4 RMLL - Project management RMLL
LB
- 0 % 19:00 19:00 00 v: 00 +
Heberger site RMLL ° M M M p
Total 08:00
Save

Input per day
or from the project , or from a specific task...

Enter the progress (optional) at the same time that you enter the time spent on a task.

See the impact of time spent on the project's profit

If an hourly rate has been defined for the user on his or her user record, then the time spent is
automatically converted into your currency and this is included into your project's profit overview.
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Home Agenda Memb... Third.. . Com.. Biling... Bank|... Accou.. Leads.. HRM  Tools  Ticket Docu.. Websi... DoliCL.. Point... Point..
/ﬁ\ lc’lgalgany B Project Project Project contacts £ Overview Tickets Notes Linked files Tasks Time spent g
Search - PROJ1 Backtolist £ >
= Project One & .
CORMAH - 3 : n
Bookmarks Third Party : & Company Corp 1 (alias) Pe!

Ll My Dashboard .
Visibility Project contacts Description

& Setup Lead status Tags/categories
Company/Organization

Lead probability
Modules/Applications

Mo Lead amount
Display Start date - End date  07/09/2010 - ?
Translation Budget
Default values/filtersisarting
Widgets
Alots From Elto [#] | Refresh
Security
Limits and accuracy Profit
PDF

Element Number Amount (net of tax) Amount (inc. tax)
Emails
SMsS Customers invoices 5 5800.00 801.65
Dictionaries

Expense reports 1 -8.33 -10.00
Other Setup
o Time spent on tasks 4 -693.50 -832.20
£ Admin Tools

Profit 19817 58.45
& Users & Groups
List of the commercial proposals related to the project Select element b Link to element | Create proposal @

Analyze and Export your timesheets

Use the Export module to export the timesheets of users and projects.
Review the predefined reports, or connect your data analysis tools directly to the database in order to
perform an accurate analysis of your projects.
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Recruitment

13. Define your job positions, publish them, track applications.

The module recruitment is designed to manage the recruitment of your new employees.

Define Job positions

Enter the information for your new job positions.

Publish your open job positions

A public page is available to publish all your job positions.

Manage the recruitment process

Record all applications, follow and update the status of each applications.

Record applications automatically with the Email Collector

You can setup the Email collector module to automatically create applicants and record all applications
for a job position.

All emails exchanged during process can also be collected and linked to the application.

Membership management

14. Manage the memberships of an association or a foundation.
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CMS - Websites

15. A CMS module to build your Website in few minutes.

Build your company's public website or private intranet quickly and reuse all the information
available in your ERP to make your website dynamic.

Create your website

Use existing website templates to save you precious time, so you can get your website ready in just a
few seconds.

Or, create a website and build the page content from scratch using the website editor. You don't need
any technical knowledge to use the website editor. However, if you are an experienced developer or
webmaster, then you can use the HTML and CSS embedded editor to build a fully custom website.

You can export, clone and import a full website in just a few clicks.

Use the container/page architecture to organize content

Organize pages or content into containers. Include any container/page into other containers/pages. For
example, you can have a top-level container to define the template of a website that includes a
container for your header, another one for your footer and another one for the main content. There is no
limit on the number of levels for embedded containers/content, so you have a more powerful and more
flexible CMS than any other traditional CMS like Joomla, Wordpress or Drupal, in which case the
position of the content is defined by a template.

Test your website with no need of any external web server

Dolibarr includes its own web server, so you can preview your website content without the need to
install a web server.

Include dynamic content on your website

Because the website is integrated into your ERP system, you can include any data coming from your
ERP system easily. All the objects required to read your data are available automatically and can be

accessed and manipulated using PHP code snippets that you can embed into your web pages/containers
whenever you need them.

Serve your website with your own server like Apache or Nginx
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Once your website is ready to be online, just create a virtual host in your favorite web server like
Apache, Nginx, or other server that points to the directory where your website pages are generated and
your website is running, including dynamic content provided by your ERP, even if your ERP is not

exposed to the Internet.
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eCommerce

16. Sell online with your own E-commerce platform or use the embedded E-commerce
CMS.

If you use an external eCommerce solution

If you have an online shop/eCommerce platform, you can synchronize it with Dolibarr ERP and CRM
by using external synchronisation modules. You may find external modules developed by third parties
on www.dolistore.com for most major Open Source E-Commerce solutions.

Most eCommerce solutions are fully or partially supported, such as Prestashop, Magento,
OsCommerce, Woocommerce, OpenCart, etc.

If you use the embedded eCommerce solution
In the future, Dolibarr will provide its own eCommerce module, so you won't need to install any

integration and synchronisation services between your ERP and your eCommerce platforms. The
integration will be readily available in the box. The tentative date of availability is: the end of 2022.
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Point Of Sale (POS)

17. Use TakePOS, the latest generation of Point Of Sale system, to record orders or
payments in your shop, bar, or restaurant

A touchscreen POS

Dolibarr provides a POS interface (Point Of Sale) for traditional shops as well as for Bars and
Restaurants. All the features you need to manage a Point Of Sale with one or several POS terminals is
provided by the module TakePOS.

@ Terminal 1-02/18/2021 & Currency M indianSAS  20:04 (&) Aice v

Products Réduc. Qe
D ©
History Free-text product
© Orange 0% 1
© Peach 0% b

@ Carrot 0% 1

© Chips 0% 1

Fruits Other Pies Vegetables Product P1

Manage Bars and Restaurants

Define your floors, rooms, and tables with a drag and drop interface. You can assign orders and
invoices to any given table on the floor.

Display a QRCode in your bar or restaurant, so your customers can access an interface for contactless,
self-order

This feature called "Auto Order" allows you to display a QR Code in your shop, bar, or restaurant so

that each customer, by scanning the QR code, can access a simple application and place the order
themselves.
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Automatic Stock update

You can set the application to automatically decrease your stock when an order is processed, so that
your stock is always up to date in real-time.

Make the cash fence of the day...

More documentation coming soon...
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Products and Services

18. Manage your product and service catalog, and your prices and margins

Manage your product and service catalog

Create and update your product or service catalog. You will be able to reuse the catalogs in all the other
features available in the application with one click (proposals/quotations, orders, invoices, and stocks).
Manage the sale or purchase status.

A lot of native data can be defined on the product and service cards such as sale prices, tax rate,
duration or dimension, cost price, accounts, accounting, stocks, notes or add your own
personalized custom fields.... Describe your products or services in any language of your choice. Any
data can be reused in other modules, thus saving you a lot of time.

Attach any files (Pictures, Photos, PDF notices, ...) to your products.

#t & W & 3

Es Bs & S R = ® P

Home  Agenda Third... Produ... Com... Billing... Bank/... Accou... Proje... HRM Tools Websi... Filem... Docu...

/ﬂ\‘\ ggr?\'&any @ Product card Card  Selling prices  Buying prices  Translation  Virtual product Statistics  Related items  Variants  Stock
Margins  Notes Linked files Events/Agenda
Search 4
Bookmarks > Backtolist € >
COMP-XP4523

Forsale @ Forpurchase @

olloooooal

00001

Ll My dashboard Computer XP4523

& Setup

Company/Organization Type Product Nature
Modules/Applications Barcode type EAN13 Weight 1.7 kg
Menus

Display
Translation
Default values
‘Widgets
Alerts
Security
Limits and accuracy
PDF

Emails

SMs
Dictionaries.

Other setup

Barcode value

Accounting code (sale)

000000000001

Accounting code (sale intra-community) -

Accounting code (sale export)
Accounting code (purchase)
Use lot/serial number
Description

Public URL

Default warehouse

Yes (lot/serial required)

A powerfull computer XP4523

¥ WAREHOUSEHOUSTON

Length x Width x
Height

Area
Volume

Customs / Commedity / USXPT65

HS code

QOrigin country United States
Ecotax

Tags/categories =

Clone Products and Services to create new ones in just a few clicks, or reuse the Variant feature to

generate variant products (similar products with a different color or size, for example)

Manage your selling and buying prices

Define your selling and/or buying prices, and keep a history of all your changes. Define your prices
per customer segment, per quantity, or per customer.
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Track the performance of your products or services
Filter your product catalog on any property of your choice.

Products (14) 20 v New product @)
Tags/categories: v

A For purchase v Q X

Best

Selling Physical Virtual Creation

Ref.~ Label e mgu;g WAP Srm o e Modif. date  Status (Sales)  Status (Purchases) =
so0 00

; . : Net of 07/10/2010  04/24/2018

2 APPLEPIE Apple Pie Netn;: tax  10:00 991 2 Grmen  meen For sale @ For purchase @
5.00

y - 11/26/2017  04/24/2018
@ APPLEPIE J1 A1 Apple Pie Ne:l:: 0.00 0 0 Z0PM 1227 PM For sale @ For purchase @

5.10
; . 11/26/2017  04/24/2018
@ APPLEPIE_J1_L1_A1 Apple Pie Nett:; 0.00 0 O aemen e For sale For purchase @

5.00
& APPLEPIE_J2_L2 A1 Apple Pie Net of 0.00 0 0 1”?;?&117 01“2*?;7’23&3 For sale For purchase @

5.00
g 07/09/2010 04/24/2018
) CAKECONTRIB Cake making contribution Nettﬂc: 0.00 887 872 " aanAM 1227 PM For sale @ For purchase @

100.00
D COMP-XP4523 Computer XP4523 Net of 0.00 A 100
tax

12/31/2008 04/24/2018

§1  02:00 AM 1297 PM For sale @ For purchase @

Ann nn

Predefined and dynamic statistical reports allow you to view graphs, charts, and tables showing you the
quantity and amount of products and services offered in proposals, orders and/or invoices.
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+ Statistics in number of products/services units / Statistics in number of referring entities

Number of units on proposals in past 12 months Number of units on supplier proposals in past 12 h
20 1.00
15 075
10 0.50
5 025
0 — — 0.00
Jun  Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec Jan Feb Mar Apr May
Build on 05/09/2017 02:59 PM L) Build on 05/09/2017 02:59 PM Ly
Number of units on customer orders in past 12 months Number of units on supplier orders in past 12 months
4 1.00
3 075
2 0.50
1 025
0 ﬂ H H 0.00
Jun  Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May
Build on 05/09/2017 02:59 PM Ly Build on 05/09/2017 02:53 PM L
Number of units on customer invoices in past 12 months Number of units on supplier invoices in past 12 months

4

3

2

0 I

0
Jun  Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun  Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May

Margins

If you use the purchase features, the margins module may help you to review financial data and
margins for each product or service.

And more...
Kit/Virtual products

Define virtual products with quantities of sub-products, so that when the stock of your virtual product
is modified, stocks of sub-products will also be modified automatically.

Variant products

If you want to sell variants of a product (for example, a dress can be pink or blue, size S or XL etc.),
use the variant editor to create your product variants quickly and easily.

Stock, lots, and serial management
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Choose the way Dolibarr will manage your stock automatically for you. Decide at a product level if
you need to follow serial or lot numbers, by using the Stock module and let the application calculate
your Weighted Average Price (WAP).
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Stock and Warehouse Management

19. Manage stock and warehouses (emplacement)
If you need to, you can add support for Lots or Serial numbers

Warehouses

Organize your warehouses and emplacements. Use them to store your products and define stock
movements. Track you stock based on product reference, warehouse, date, and/or lot/serial
number.

Get an updated visualization of your stock using Weighted Average Price calculation or Standard
calculation.

811 a ad da 8 E= Be e - » e =) e =1

Home Agenda Third... Produ... Com. Billing... Bank/... Accou. Proje... HRM Tools Websi... Filem... Docu... DoliCL..

b
Company

Search v WAREHOUSEPARIS Back folist: (%
L Short name location : Warehouse Paris
Open .

Card Stock movements Log

Bookmarks g
glieinats 9 75000 Paris, France

Products

Description Input stock value 10,100.00 €

New product

List Number of different 5 Latest movement 05/30/2015 05:23 PM (Full list)
products

Stocks

Stocks by lot/serial stoumbnet 2088

products
Lots/Serials

Variant attributes
Modify Delete
Statistics

Services
New service
List Producta Label Units Weighted average input Input stock Selling Unit Value for
price value Price sell

Statistics

i . - ¥ Stock Stock
Tags/categories @ PEARPIE Nice pear pie 985 0.00 0.00 0.00 0.00 Tt o
New tag/category 3 » Computer #* Stock Stock

@ COMP-XP4548 XP4523 7 0.00 0.00 100.00 700.00 T o
Warehouses

4 Computer #* Stock Stock
Now wareho e @ COMP-XP4523 XP4523 72 0.00 0.00 100.00 7.200.00 e fnte et

Stock Movements

Record your stock movement manually and/or configure your application to increase or decrease
your stock automatically (on invoice, on order, or on shipment validation...)

Retreive any stock movement in your log record

Table of contents




List of stock movements (55) 20 v i 2 3 >

Ref. Date Product ref. Lot/Seriala ‘Warehouse Author Inv./Mov. code  Movement label  Origin Qty

Correction du

11/13/2017 03:17 L] % Personal stock Laurent stock pour le

m i
3 Pm CAKECONTRIB 89 Destailleur & Adminson ... ATIIINNNTAS Loy e
CAKECONTRIB
" Expédition
02/16/2017 04:112 & cOMP- L] - _
T M Xpana3 ss0gaa7766452 @ WAREHOUSEHOUSTON 4 Adminson .. SH1702-0002 1
supprimée
> Expédition &
11/24/12017 06:19 ) cOMP- 1] - _
31 ¥ WAREHOUSEHOUSTON 4 Adminsen .. SH1711-0004 SH1711- -1
PM XP4523 5509887766452 v e
- Expédition 9
12/01/2017 08:34 2 COMP- ] .
34 @ Ad . SH1712-0008 - 2
PM XPa523 5509887766452 WAREHOUSEHOUSTCN L Adminson ] SH1712
validée 0006
g Expédition B
12/01/2017 08:53  © COMP- 1] & _
38 PM s ss00as77E6452  © WAREHOUSEHOUSTON 4 Adminson .. SH1712-0008  SH1712- 1
validée 0008
Transfert de
3 stock du produit
N - L] -
25 112412017 06:02 - © COMP - % stock personnel hosting L Adminson ... 171124180235 COMP-XP4523 5

PM XP4523 5599557766452 dans un autre

entrendt

Automatic virtual stock and easy replenishment process
Take your stock workflow setup into consideration to always display the real stock or virtual stock (ie.

stock position once all your customer or supplier orders are shipped).
Use both your real stock and virtual stock to make your replenishment in just a few clicks.

Make mass stock change, inventory or transfer in one step

Use the stock transfer page to record in one transaction, several stock transfers.
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Home Agenda Third... Produ... Com... Biling... Bank/... Accou... Proje... HRM Tools Websi... Filem... Docu... DoliCl...

/ﬂ\‘\ MyBig Mass stock transfer
Company

Select a product, a quantity, a source warehouse and a target warehouse, then click "Select". Once this is done for all required movements, click onto "Record transfer”

Search -

Product ref. Lot/Serial Source warehouse Target warehouse Qty
Bookmarks 4

- - - Select

Products ) .

& APPLEPIE_J1_L1_A1 - Apple Pie 123456 & Personal stock Alex Theceo ¥ WAREHOUSEHOUSTON 5 1
New product
List @ APPLEPIE_J1_L1_A1 - Apple Pie 123457 W personal stock Alex Thecea @ WAREHOUSEHOUSTON 3 i
Stocks s = =

¢l APPLEPIE_J2Z L2 A1 - Apple Pie ¥ Personal stock Charly Commery T WAREHOUSEPARIS 4 ﬂ
Stocks by lot/serial
Lots/Serials @ COMP-XP4548 - Computer XP4523 @ Personal stock Charly Commery & WAREHOUSEPARIS 10 o
Variant attributes ; - =

@ COMP-XP4548 - Computer XP4523 % Personal stock Charly Commery T WAREHOUSEPARIS -3 ﬁ
Statistics
Services

Movement or inventory code 20180530171201
New service
ks Movement label Stock transfer 2018-05-30 17:12
Statistics
Tags/categories Record transfer
New tag/category
Warehouses

New warehouse

Define a desired quantity for each product so that the replenishment tool will be able to generate
supplier orders automatically to restore the stock. See the page Purchase/Approvisionning.

Lots and serial management

If you need to, you can use the Lot/Serial number management. Products defined to be managed by
Lots will require a lot number for tracking. You can also set properties to your lot like Sell-by date or
Eat-by-date.

Retreive details of stocks and movements for a particular lot at any time.
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Purchase And Supply

20. Manage your Purchase Order Workflows, Restock your Warehouses.

Purchase Orders

Create Purchase Orders, Approve, Receive and Bill your Purchase Orders .
Grant users and groups permissions on the workflows. Define the thresholds which will

automatically trigger email notifications when they are breached.
#® a «d A E SRR - e @

Hom Ager Thirt Prod Com Billin Bant Accc Projf HRNM Tool: Mem Web File: Incid Doci DoliC

/ﬁ\‘ MyBig 3 Purchase order | Ordercard | C Item p Notes  Linked files { Events/iAgenda
Company
Search = i3 PO1806-0001 Back to list  §
Ref. vendor
Bookmarks v Third party : 2 Book Keeping Company Approved
Project
Commercial proposals
New proposal Request author & Einstein Albert Amount (net of tax) 5,090.00 €
List Bicousts “You have no default relative discount from this supplier. Amount tax 509.00 €
it You have no discount credit available from this supplier.
Statisti
sties Amount tax 2 0.00€
Payment terms
Sihtnit Crriues Amount tax 3 0.00€
Payment type
N rd
oo Amount (inc. tax) 5,500.00 €
List Planned date of
Statistics delhary
Delivery delay in days
Purchase orders
Rt ones Incoterms
List
Draft
Description Supplier's product ref. Sales tax U.P. (net Reduc. Total (net
validated p ppl P! (net)  Qty (net)
Approved 1 @ APPLEPIE - Apple Pie 12.5% 0.00 1 0.00
A 2 @ coMP-XP4523 - Computer XP4523 10% 509.00 10 3,090.00
Partially received
All products received
Canceled SEND EMAIL DISAPPROVE MAKE ORDER CREATE INVOICE CLONE CANCEL ORDER ‘ ‘ DELETE ‘
Refused
Statistics
Linked files Events on order CREATE EVENT )
Contracts/Subscriptions
Doc te t - i i - Ref. B! Type Title Dates
New contract/subscription oc template  muscadet English (United St... Generate Y yp LDate.
Lot Concat POF fil © Order PO1806-0001 06/16/2018
onca e 0 A
Services 1725 Adminson AUS  roved 02:52 PM
Alice
PO1806-0001.pdf @ 13 Kb 06/16/2018 02:53 PM m =

Vendor proposals

- Aedar AA1@ne ARAs Aememare

Receive your Products

If you are tracking your stock, then use the stock dispatching wizards to receive products in your
warehouses.
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Hom Ager Thirc Prod Com Billin Banl Accc Proje HRNM Toolt Mem Web Filer Incid Doc  DoliC

/ﬂ\" ::dgvalgany 8 Purchase order Order card Contacts/Addresses Item receipts Notes Linked files {1 Events/Agenda
Search - - P0O1806-0001 Back tolist £
Ref. vendor
Bookmarks - Third party : §3 Book Keeping Company Ordered
Project :

Commercial proposals

New proposal Date June 16, 2018, 12:00 AM
List Method Fax
Statistis
stics Request author L Einstein Albert
Customer Orders
Mew order k Qty Qty Qty to
Ceeahiig ordered dispatched  dispatch D
List
i Lot/Serial
Statistics B Eat-by date Sell-by date
Purchase orders @
APPLEPIE-  This product does not use lot/serial number 1 1
New order Apple Pie
List
Draft 1 WAREHOUSEHOUSTON (Stock:-5) +
Validated z
@ COMP-XP4523 - Computer XP4523 15 9
Approved
Ordered FG789 ] B 2 WAREHOUSEPARIS (Stock:72) «
Partially received
Al products received AZB96 il ] 4 WAREHOUSEHOUSTON (Stock:24) +

The status of your stock is always kept up to date. Calculation of Weighted Average Price can be done
automatically.

Procurement Management

Use the wizard to provision and stock your warehouses based on defined optimal quantities. Take into

consideration, open customer orders and open purchase orders and automatically calculate the
correct quantity to buy. Generate your Purchase Orders automatically.
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Hom Ager Thirt Prod Com Bilin Bank Projg HRN T Mem Web File1 Incid Doct Doli(

ﬁ MyBig Replenishment

Company

Search - Status Replenishment orders

Bookmarks ¥ This is a list of all products with a stock lower than desired stock {or lower than alert value if checkbox "alert only" is checked). Using the checkbox, you can create

supplier orders to fill the difference.
Current selection mode: Virtual stock - Use physical stock

Products
New product Supplier - Filter
List
Stocks
Alerts
Stocks by lot/serial Draft [ Q B
only -/ =
Lots/Serials
i 5 Desired -

Variant attributes

| Ref~ Label optimal forgl';': V;E‘:; Ordered  To order Supplier's product ref.
Statistics stock
Services [ @ CcoMP-xP4523 Computer XP4523 200 150 Ass 151%| 100 -- No supplier price/gty defined for this product - ¥
New service
List [ @ comp-xP4548 Computer XP4523 200 150 A6 ol*| 208 -- No supplier price/qty defined for this product -- v
Statistics == ;

] DoliDroid, Android , & "

| ) 8 - x s o

@ poLIDROID app for Dolibarr 15 olx| 13 No supplier price/gty defined for this product - *
Tags/categories
New tag/category [J @ PINKDRESS Pink dress -46 olx| a8 NLTechno - aaa - 100 €/1 Unit v
Warehouses

Creale orders
MNew warehouse
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Shipments

21. Use the shipping module to track your picking list, orders and quantity to ship or
shipped

Create your shipments in one click from any order. Compare the quantity shipped with the quantity to
ship.

Define the planned date of delivery for each of your shipment so you can process them by priority or
follow late shipments. If you need more information on your shipment, you can setup application to
manage any other custom fields you need.

# a 8 82 A B & S R e EF # @
Home Agenda Third... Produ... Com... Biling... Bank|... Accou... Proje... HRM  Tools  Websi... Incide... Docu... DoliCl...
'ydig Shipment Shipment card Contacts/Addresses Linked files Notes
/&k MyBi B P
l . Company
Shann - SH1712-0006 Backtolist € >
® Ref. customer
Bookmarks - Third party : 3 Prospector Vaalen Validated .
Project :
Products
Ref. order 4 CO7001-0008 Shipping method Transporter
New product
List Creation date 12/01/2017 08:34 PM Tracking number
Stocks Planned date of Incoterms
Stocks by lot/serial delivery
Lots/Serials Waight 34kg
Variant attributes
Width
Statistics
Height
Services
Depth
New service
List Volume
Statistics
Qty Qty in other Qty to : Calculated Calculated
Tags/categories T ordered shipments ship ST IS LotSerial weight volume
hicws lag/oaldory, 1 @ PEARPIE - Nice pear pie 2 2 T WAREHOUSEPARIS ~ NA 0Okg om?
Warehouses » ' CAKECONTRIB - Cake making . : L] Wl | oySerial 0 i
contribution WAREHOQUSEHOUSTON  details
New warehouse
2 i i i P2 M!l &
List 3 @ comP-xP4523 Computer 4 2 L) Lot/Serial 3.4kg om®
XP4523 WAREHOUSEHOUSTON  details
Movements
Mass stock transfer
Replenishment SEND EMAIL CREATE INVOICE GENERATE DELIVERY RECEIPT CLOSE DELETE
Shipments
New shipment
B Linked files Events on shipment CREATE EVENT 0
List
Draft Doc template merou ~ English (United St... Ref. By Type Title Datea

When creating a new picking sheet, weight or volume of your items can be both calculated
automatically from predefined product data or manually defined.

Your stock is updated automatically when you make a new shipment. And record of your stock
movement are directly linked to the shipment.
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Easily track your shipment with a direct link to the transporter tracking tool that is automatically
filled.

Shipping method [# UPSs
Tracking number [# 201703ZZ_ARyH
Incoterms E|

Generate the PDF of the shipment sheet and print it for your transporter or send it by email directly
from the application to any partner.

My Big Company Shipment sheet
Ref. shipment : SH1703-0003

Planned date of delivery : 03/11/2017

Customer code : CU1702-0005

Ref. order : CO1702-0003
Order date : 0202772017

Sender: Reciplent:
My Big Company A CUSTOMER
Adresse
ZIP VILLE

Phone: 0123456789 - Fax: 0987654321
Email: contact@mybigcompany.com

Incoterm : -

Tracking number : 201T03ZZ_ABYH
Link to track your package
Shipping methed: UPS : 20170377 _ARYH

Description Weight/Vol. Oty ordered | Qty to ship
pdt1 - Product 1 2 2

If necessary, you can also manage / generate a delivery receipt.
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Manufacturing

22. Bills Of Materials and Materials Resources Planning

BOMs (Bills Of Materials)

Create your nomenclatures (BOMs) to define how to consume raw products or services to produce
manufactured products (Quantity to consume, efficiency, stock impact, ...).

D # B & © & L . & = +# 8 é B© 20 A~ ié,‘AI'mEv

Home Third-... MRP Produ... Proje... Com.. Billing... Banks... M ... Agenda Ticket Tools Websi... POS

BOM Notes Linked files Events

Bills of material
Back to list >
New bill of material

. & BOM1911-0001  Exstnae]

Manufacturing Orders

New Manufacturing Order Label BOM Far the Home Apple Pie Estimated duration
List
Product & APPLEPIE Warehouse for production
Quantity 1.00 Total cost 7.00
Description Unit cost 7.00
Description Qty Frozen Qty Stock change disabled Manufacturing efficiency Cost price
& POS-APPLE - Apple 4 1 0.00
& CAKECONTRIB - Cake making contribution b Yes | 0.00
& PEARPIE - Pear Pie I Yes ¥ 7.00
BACK TO DRAFT DISABLE CREATE MO CLONE DELETE
Linked files Latest 10 linked events See all o o
Create event
Doc template template_bom.odt =  English (United St... GENERATE Ref. By Type Title Date =
[ BOM1911-0001_bom.odt 28Kb  O7/07/202010:19PM B 659 @Alce Auto Nomenckaine (BOM) Diniecen
validée 10:19 PM

Manufacturing Orders
Reuse the predefined BOMs to generate your Manufacturing Orders.
Produce your Manufacturing Order in one or several steps.

If the stock of produced product is being increased and the stock of consumed product is being
decreased automatically, you can get a view of all such changes in your history.
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The application will calculate, in real time, the virtual stock taking into account all the open
Manufacturing Orders.

D L B & w0 213 L & o = =] = > e &

Home  Third-... MRP Produ... Prgje... Com Billing... Banks.. M Docu... Agenda  Ticket Tools Websi... POS

[=Y > BELERNR 2V f_,?.‘ Alice ~

Manufacturing Order Production Stock movements Notes Linked files Events

Bills of material kil @ B
ack to lis
New bill of material MO2001-0006
List = Third-party : il Calculation Power = o
Project PJ1607-0001 - PROJALICEL
Manufacturing Orders
New Manufacturing Order BOM & BOM1911-0001 Warehouse for production
List
Product & APPLEPIE Date start planned
Qty 1o produce 1.00 Date end planned
Label
CONSUME OR PRODUCE CONSUME AND PRODUCE ALL CLOSE CANCEL
Consumption Add new line to consume Production
Prodact Qy Qiyalready b ce Lot/Serial Product Qty Qty already produced Warehouse  Lot/Serial
consumed
& APPLEPIE 1 0
& POS-APPLE 4 vl
212‘3’2020 i 1 % WAREHOUSEH1
& CAKECONTRIB 1 0

Lots and Serial Management

If you need to, you can activate the Lot/Serial number management feature. Products defined to be
managed by Lots will require a lot number to be manufactured.

Follow your production by Lots and retreive details of stock movements for a particular lot at any
time, starting from the production process to the customer shipment.

Export your Manufacturing Orders with the Export module to reuse them with external tools, or
connect your existing BI suite directly to the open database for Big Data analysis.
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Billing and Payments

23. Manage the invoices and payments of your customers and suppliers

Create your Invoices

Create your invoices (common invoices, down payments, credit notes) from scratch or from your
customer sheet. Depending on the modules / features you have enabled, you can also generate your
invoice from your proposals (Proposal module), your orders (Order module), your contracts (Contract
module) and / or interventions (Intervention module). If the module Margin is enabled, margin can be
calculated from the best supplier, the cost price or the average weight price of your products. You will
get margin statistics per product, customer, date etc.

Include predefined products to save you time, or enter full content manually.

If predefined fields do not match your requirements, add your own fields of any type (string, amount,
date, checkbox, combo list etc.) to the invoice form.

Your invoices can also be generated automatically using the recurring template invoices.

The document of your invoice (PDF, ODT etc.) is automatically generated and updated.

™ 8 8 & R -2 B &L S R EPREe~e-—® F S

Home Agem Thid Prod. Comn Biling Accot Bank/ Proj HRM Tools ECom Docui Meml Monit ssa  Webs Filerm Selt Point

/& MyBig [# customer invoice Card | Contacts/Addresses  Directdebitorders  Notes  Linked files Log
u Company
Search - - FA1801-0067 Backtolist < )
Ref. customer [ :
N ; . _ Started @
Bookmarks r Third party : £ Indian SAS (Other invoices)
Project |4 : PJ1607-0001 - PROJALICE"
Customer invoices
N Hvoioa Type Standard invoice Amount (net of tax) 2,450.00 €
List Dissaurts This customer has no relative discount by default. This Amount tax 245.00 €
Draft customer has no discount credit available
Amount (inc. tax) 2,695.00 €
Not paid Invoice date 01/13/2018
Paid Bank
Payment terms |4 Due Upon Receipt Payments Date Type account Amount
Abandoned
Payment due on 4 0111372018 %= PAY1801- Direct debit payment [F]
List of templates =
P! 0040 01/13/2018 order LUXBAC 100000 W
Payments Payment type |4 Debit payment order = =
Reporting Already paid (without credit notes and down payments) 1,000.00
Bank account A .
Statistics = Billed : 2,685.00
Incoterms & A
Supplier invoices Remaining unpaid :  1,695.00
New invoice Margins Selling price Costprice  Margin Margin rate
List
Margin / Products 2,450.00 1,900.00 550.00 28.95%
Payments
Reporting Margin / Services 0.00 0.00 0.00
Statistics Total Margin 2,450.00 1,900.00 550.00 28.95%
Billable orders
ARy et e TR I AU — P Margin eV T
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Send your invoice and manage payments

Send your invoice via Email directly from the application. Use predefined email templates so that
the email content is automatically filled in.

Generate a Direct Debit SEPA file for automatic bank payments in batch and follow the integration
steps specific to your bank. Close your invoice by automatically changing it to the paid status once

the bank has processed your SEPA file.

Provide your customer a link to pay online using Paypal, Stripe, Paybox, PayZen, etc.
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https://www.paypal.com/

A MyBig
M Company

Welcome on our online payment service
This screen allow you to make an online payment to MyBig Company.

This is information on payment to do :
Creditor MyBig Company
Third party Indian SAS

Payment invoice FA1801-0067
Download document

Amount 1,695.00 Euros
Payment code INV=FA1801-0067.CUS=1

Description

i Pay with Credit or Debit Card {Paybox)

B Pay with Credit or Debit Card (Stripe)

| 4 Pay with Paypal (Credit Card or Paypal)

Reuse down payment into another invoice to reduce the amount to pay or reuse a credit note into

another invoice to reduce the remaining amount to pay.

Follow the status of your open Invoices

List and display all your orders. Choose which information you want to see in your lists. Filter and sort
based on any criteria.
With the batch feature, get reminded about all your unpaid invoices.
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Be customers invoices (4) ~Select action— ¥ | Confimn 5 v
— Select action —

Thirdparties with sales representative: + Linked to a particular user contact: r - ing productiservice with tag: v
Ref. Ref. customer  Invoice dates Due date Third party  City Zip Code Payment type Amount (net of tax) Status
| — - {
v client v v

L Late 7}
£ FA1702-0004 = 02/28/2017 03/01/2017  E3 CLIENT1 125.00 Not paid @ @
£ FA1701-0001 01/13/2017 01/14/2017 2 CLIENT 1 2500 Paid =
£ FA1701-0005 = 011372017 0114/2017 A EE CLIENT 1 50.00 Not paid ® =
£ FA1701-0002 01132017 0171472017 A E3 CLIENT 1 50.00 Not paid @ ¥
Total 250.00

Analyze your billing performance

Use predefined statistic pages to get useful information about the performance of your sales
representatives.

N 2 &2 R = 3 A S R e R E e e @ F

Home Agen Thid Prode Comn Biling Acco. Bank! Projer HRM Tools ECon Docus Memi Monit asa Webs Fien SellY:

ﬁ\ MyBig ! Customers invoices statistics
Company
Search - Statistics By monthiyear
Bockmarks v
Filter Nb of invoices by month
Customer invoices Third party - 8 W 2016
New invoice . m 207
List Created by -
List of templates 4
Status A
Payments
2
Reporting Year 2017 v
Statistics .
Refresh Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Supplier invoices
New invoice Amount of invoices by month (net of tax)
List 3000
Payments Year Nb of invoices %  Total amount % Average amount % .I 26
2000 2017
SEFEY) 2018 12 45 385538 23 32128 125
Statistics
2017 22 29 3,136.64 136 142.57 82 1000
EEhEEs 2016 17 85 132989 128 7823 48
of— —— _— == __ M i
Donations 2015 1 1000 582,96 5730 53.00 430 |
2014 o 0 0 Jan Feb Mar Apr  May Jun Jul Aug Sep Oct Nov Dec
Special expenses
2013 o [} 0
Socialffiscal taxes Average amount

Reuse your invoices with other modules

Export your invoices into the ledger of the accounting module to get your accountancy done
automatically in just a few clicks.
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Export your Invoices and payments with the Export module to reuse them with external tools, or
connect your existing BI suite directly to the open database for Big Data analysis.
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Banking and Reconciliation

24. Perform reconciliation to detect any missing or typing errors in payment records

Make the reconciliation of your bank account from the same menu as your bank entries. Use filters to
mark several line items at once as reconciled.

® al ) L
Agenda Members Third Parties Products | Services C ial Biling | Payment Bank
/ﬁ\\ ':”&'.?\'fs'a o @ Account Card Bank entries Planned entries Monthly reporting Graphics Account statements Linked files
Search - LUXBAC Backtolist € ¥
L[] Luxemburg Bank Account
Bookmarks - 9 Liswarnbourg open @
Bank | Cash
New financial account Choose the bank statement related with the conciliation. Use a sortable numeric value: YYYYMM or YYYYMMDD: 201810 Eventually, specify a category in which to classify the records: v
List Then, check the lines present in the bank statement and click | Save statementonly | or | Reconcile = or  Cancel
List entries

List entries/category Last account statements : 201702 201706 201708 201802 201803 201804 201810

Internal transfer

Tags/Categories Bank entries (38) % v 1 2 3 > Page 173
Tags/Categories of transact
Oper. Date : From [Eito 5] Value date : From st =]  Tags/Categories of ransactions v
Checks deposits
M No v Q =
Bank accounts Balance Account
Ref. « Description Oper. Date Type Number  Third Pai Debit Credit Balance Reconciled =
Acgount for casn > P o A (before) statement
Luxemburg Bank Account
& @ 243 c"smmsr_, 10116/2023 — + Check 3 aaaaaa (aaa aaa) 8.00 = = 4 No S o
Reconcile payment;h
Swiss bank account R ] £8 Customer 1 "
S W 206 i 03/07/2018 — + Cash Customer last 400.00 - - No SA T
pays (Magento id 1)
Swiss bank account old
oo W 185 RE Payment S 04/25/2018 — + Check 40.00 - - 201804 No SA T
Cust
176 ipesigitee® 0411372018 — + Check £2 Generic customer 12.00 . . No &S AW
payment %= b
#3 Customer 1
@175 c""‘mmfr‘ 0313112018 — + Check it Customer last 5.00 - - No S AT
payment. N (Magento id 1)
Sales tax
—+ R R
@137 et 02/05/2016 Bank transfer 5.00 No SA T
Sales tax
7] 02/05/2018 — + Credit card 10.00 - - N
136 payment %= redit cal o S AT
@135 g e 0172512018 — + Credit card 8 Book keeping 1.00 B - No S AT

Get alerts when the number of records not reconciled becomes too high.

Maintain a history of your bank receipts and review them without having to leave the application.
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Home Agenda Members Third Parties Products |Services Commercial Biling|Payment Bank |Cash Leads | Projects Ticket  Documents Websites DoliCloud Point of sales
/&‘\ MyBig Account statement 201803 - Bank account & LUXBAC € Account statement 201803  »
DAl company

Oper. Date Value date Type Description Debit  Credit Balance

Initial balance : -56,959.39

Bookmarks

07/3012016 07/30/2016 — + (Initial balance) 0.00 -56,950.39 v
Bank | Cash

01/042018 01/04/2018 — + Credit card T SR R 4.00 -56,955.39 v
New financial account £2 Company Corp 1 - "= Payment
List i

01/05/2018 01/05/2018 — + Credit card (DDM“M‘P"WQ”) 1.00 -56,954.39 &

List eniries Lty

List entries/category 01/05/2018 01/05/2018 — + Check F;i‘:ge;:ayc";f”" i et 1.00 -56,953.39 Vs

Internal transfer § pany com s

fosiesbgornics 06/01/2018 06/01/2018 — + Bank transfer CuStTaE peyment 1.00 -56,952.39 V4

7% aaaaaa - " Payment
Tags/Categories of transact :
u RE Payment
Chiocks depoetis 06/06/2018 06/06/2018 — + Bank transfer A o 21,158.00 -78,110.39 V4
Cust t

Bank accounts 10/01/2018 10/01/2018 — + Credit card et o L 431.81 -77,678.58 v

£2 Generic customer - % Payment

Account for cash

Luxemburg Bank Account il i

Reconcile End balance : -77,678.58

Swiss bank account
Reconcile
Swiss bank account old

Reconcile

Double Entry Accounting

25. Use all your data to automatically generate your ledger

Dolibarr has a dedicated and independent feature to setup your accountancy and dispatch all the data
already recorded (products, sales, purchases, expense reports, salaries, ...) into your ledger tables. This
means that your accountancy can be done in just a few clicks, with little to no knowledge of accounting
and bookkeeping.

Setup your chart of accounts and your accounting number

Use a predefined chart of accounts or setup your own chart of accounts.

When you create a new customer, vendor, predefined product, bank account, vat rate, or type of
expense report, you can set up the accounting number during the creation. Instead, if the users have
no accounting knowledge, a bookkeeper can set them up in one step using dedicated setup pages. You
can also mix and match these two methods.
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Validate the accounting number before they are added into your Ledger

At the frequency of your choice, analyze all accounting records (sales, purchases, bank transactions,
expense reports) and use the wizard to track input errors. Fix records manually if particular changes are
required.

Add validated records into your Ledger.

Analyze your Ledger, balance, ...

Use predefined reports to analyze your accounting records. Track input errors, at the frequency of your
choice, analyze all accounting records (sales, purchases, bank transactions, expense reports) and use the
wizard to fix manually when particular changes are required.

Review and add validated records into your ledger.

Export your ledger in the format of your choice

Once your ledger is complete, you can export the full set of records or just a filtered date range of

records in a pre-defined accounting software format such as CSV, EBP, Cogil.og, CEGID, SAGE etc.
® & ® A4 & 3 % @A 8 & S R = E $ & @&

Home Agenda Memb... Third... Produ.. Com... Biling... Bank|... Accou... Proje.. HRM  Tools Websi... Ticket Docu... Training DoliCl...
/A\ MyBig Configuration of the module accounting expert
u Company
Search - Optans
Specify the prefix for the file name myprefix
Bookmarks x: pocity & b
LTI Model of export
Setup
General Select a model of export Classic export v

T 'Classic export
Account I
counting journals Export towards CEGID Expert Comptabilité

Chart of accounts models Export towards Sage Coala

Other options
Chart of accounts i Export towards Sage BOB 50
Export towards Sage Ciel Compta or Compta Evolution
Personalized groups Select the format for the file Export towards Quadratus QuadraCompta
Default accounts Export towards EBP
Bank accounts Column separator for export file Export towards Cngﬁlgg
Export towards Agiris
Vat accounts Export Configurable
Select the carriage return type oK -
Tax accounts
e oltoceouns Date format for export file %d%miY
Product accounts
Export Options Modify

Customer invoice binding
Vendor invoice binding

Expense report binding
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Mass Emailing

26. Create and send mass e-mailing campaigns without any external tool

Create your Emailing content with a friendly editor

Create emailing campaigns using an easy to use WYSIWYG editor or for advanced users, an HTML
editor. You can also attach files to your sent emails.

Personalize the e-mail template using variables that will be replaced with personalized values for each
recipient, like

¢ First name, Last name, Email of recipient, signature of emailing author.

¢ Invisible markers to track if email is read or not.

* An easy to use links to allow recipients to unsubscribe in one click to your mass emailing
campaigns.

¢ And more variables depending on other modules you activated...

EIrurs w
" The following constants will be replaced with the corresponding value.:
Bookmarks Status Validated n_ = JDng-amrd i porene
The foundation Number of distinct recipients 2 __EMAIL__ = Recipient EMail
Online documentation _ﬁ:;:&ff_ 1";;‘;;;:&
Official portal :MA(LTOEMAI_ = Recipient EMail (including htm! “mailto:" link)
DoliStore __OTHER1__ = Otheri
Facebook lﬁ E-mail __OTHER2__ =Other2 poles
acebook page __OTHER3__ = Other3d
Google+t page __OTHER4__ = Otherd
__OTHER5 _ = Other5
Twitter channel EMall tepic Buy my product __SIGNATURE__ = Signature sending user
__CHECK_READ _ = Track mail opening
No attached files
Dolibarr 5.0.0-rc2 Attached files __UNSUBSGRIBE__ = Unsubscribe link
Choisissez un fichier | Aucun fichier choisi Altach | _ SECUREKEYPAYPAL__ = SecureKeyPaypal
Default background color &
8 source 33 [ERE 2 Q by || Format - || Font ~||size -||B I U § x, x| A- T,

[0}
as
[

= FEE=Q

DoliClovd

i
5

UG
It
lih
1

Solutions for On-line businesses

£ | # T in

DoliCloud is the service to provide you a web hosting solution of Dolibarr ERP CRM in one click. Just enter your email to create your
instance and you are ready to work. Backup and full access is to data (SFTP, Mysqgl) are provided.

Test Dolibarr ERP CRM on Dolicloud —

DoliCloud team
Unsubscribe | View on web browser

Select your recipients from your existing data

Select the recipients of your emailing campaign among a list of predefined targets : You can select
among any customer, supplier, partner, employees or from an external source. The recipients
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selector gives the ability to choose mail addresses depending on a lot of criteria for an accurate
targeting.
Combine different sources if you need. The application will automatically discard duplicated emails.

Test your campaign in one click

Send your email to few test emails to validate your setup with a real email reader.

Send your emailing campaign

Send your email campaign from the web interface or from command line. Use your own or third
party external SMTP server.

Track sending status per recipient to know which email was sent or not, who has opened the email
and who has decided to unsubscribe.

‘(" Selected recipients (26) 25 r

12 =
E-mail Last name First name Other informations Source Date sending Status
v QX
abademail@aa.com Swiss customer supplier 2017-01-29 21:36:40 Sent
alan.smith@example.com Smith,Alan 2017-01-29 21:36:40 Read [ ]
alice.bigo@example.com 2017-01-29 21:36:40 Sent
bob.markus@example.com 2017-01-29 21:36:40 Sent
djay@example.com Djay Djay 2017-01-29 21:36:40 Sent
emailtest1@example.com Mame 1 Firstname 1 2017-01-29 21:36:40 Sent
emailtest2@example.com Name 2 Firstname 2 2017-01-29 21:36:40 Sent
emailtest3@example.com Mame 3 Firstname 3 2017-01-29 21:36:40 Sent
emailtestd@example.com Mame 4 Firstname 4 2017-01-29 21:36:40 Read .
emailtestS@example.com Name 3 Firstname 3 2017-01-29 21:36:40 Den't contact anymore @
herbert@example.com Ducanseen Herbert 2017-01-29 21:36:40 Sent
johndoe@example.com Do John 2017-01-29 21:36:40 Error &
kathy.bowl@example.com Bowl Kathy 2017-01-29 21:36:40 Read .
mycustomeri@example.com  Customer 1 2017-01-29 21:36:40 Sent
mycustomer2@example.com  Customer 2 Not sent
mycustomer3@example.com  Customer 3 Mot sent
mueictnmardmayamnla cam Cuostamar 4 Mnt cant

Duplicate your campaign to quickly restart it later
Once the e-mailing campaign is sent, the status is updated letting you know whether the e-mails have

been sent properly or not. If all the mails have not been sent, you can retry to send them later.
Or just duplicate your campaign, content and/or recipients to start a new campaign in few clicks.
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For further features...

If you prefer using the web interface (and not only the SMTP service) of a third party E-mailing service
(MailChimp, SendInBlue, SendGrid, ...), you can check if a connector is available for your version
on the Dolistore.
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Surveys and Polls

27. Ask your employees or partners their choice or opinion on any topic by running a
poll/survey.
Give your contacts online access to your polls.

You can create polls to determine the best date for a meeting, to take vote for an election, or any other
topic. Several options such as receiving email for each vote, writing comments, and making votes
public or private can be enabled.

Create the poll or survey and add the questions you want to ask

Choose the best type of poll that matches your needs (date poll to select different days/hours in a
calendar, or vote/standard poll to select with a list of yes/no or for/against). Define the title, a closing
date, and a description that will be displayed on the public or private poll page. Create as many
questions/answers as you need.

For each poll, choose among several options like :
¢ Receive an email for each vote.
¢ Allow voters to add comments in the poll.

e Allow voters to see (or not), other people's votes.
B HH l:.: H - H Sad

i Y p - PN - E “

Home Third parties  Products/Services Commercial Financial Bank/'Cash  Projects HRM Tools Members Pointof sale Agenda  Documents

Organize your meetings and polls easily. First seect type of poll_..

# Create poll
MyBi
ﬁ cgmngam'

| Dasnboarg Ce—mmie———
1
Setup G L T Fiess Siane Mexicain Chinos
e 1N
Admin toals . - . e .
e 0 = =
Users & Groups i | e — EEE 2
' o - -=_ . oo e Z-
L. e . A
Bookmarks 1 o o
! The foundation - e 1 s N a
! Online documeniation -
1 Officlal panal
! DaliStones
| Facsbook page
| Googlet page [
! Twilter channs s’ Create a standard poll
S
Dolibaer 4.0.0-bala

The module will give you an URL link to your survey to allow people to vote with any web browser...

Ask your employees, colleagues or partners to vote

Table of contents




Send the created poll link by email or publish the poll link online on your website, so people can vote
and post comments. Get all of this done in just a few clicks.

AN MyBig
M Company
You are invited to vote for this poll

If you agree to vote in this poll, you have to give your name, choose the values that fit best for you and validate with
the plus button at the end of the line.

Best date for a Doli Brunch 7

Please choose date your prefer for the Doli Brunch ?

March
Tue 22 Wed 23 Thu 24
9h-10h  10R-11h  9h-10h 9h30-10h30 10h-11h

Martin Hugues OK -- oK OK Edit
[+ ] ] [+ [+ @

Comments of voters:
Laurent Destailleur: | may be late the 24th
You can add a comment into poll...

Mame: Add comment

You can also use the mass-emailing module of Dolibarr to inform your contacts about the availability
of your poll!

Read and download the poll results

In the end, you can administer your polls and surveys, read, download and analyze the results of your
polls and surveys from the back office.
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H e &

Thirc Prod MRP Proj

4 Poll Resuits [
@ Email templates
Back to list >

@ EMailings m4467s2mtk6khmxc

&

New emailing

List
. Type ¥ Type date Limit date 03/07/2023
o2 EXport Assistant
New Export Title Date of next brunch Author fdids
Description What is your prefered date for a brunch URL to communicate to get a direct access to https:/imyportal.com/surve [
=2 Import Assistant poll
EMail @ myemail@aaa.com
New Import

15 Resources EXPORT RESULT SPREADSHEET (.CSV)

New resource

List
You are allowed to change al es o sp Edit”. Y 1 e with u
11l Print barcode
| ]

# natterable logs TR T

January January Add
& poll

Thu1 Tue 3 Add

New poll
List

| ] Martial Bill - oK m
w4 OVH invoices import
| ] Marissa Campbell OK OK m
(+]

V4 OVH servers

] L
Total 2 2

Retrieve all your polls, closed or open. Find a summary of votes, details for each voter, and read
comments. Close or re-open a poll at any time.
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Opportunities, Projects and Tasks
28. Projects and tasks are useful to track leads, opportunities and timesheets.

Track how much revenue your projects are bringing back to your company, and their profit or
loss statistics.

Create Projects, Leads or Opportunities

Use the Dolibarr project module according to your needs. Track Leads, Opportunities, Internal,
Customer or Supplier Projects.

Add the predefined fields of your choice to make the data more managable, complete and as accurate
as you need it to be.

" o P | - R B= - o] | _ b - = ¥ Alice
Home Agenda Third parties | Products | Services Commercial | Billing / Payment | Accountancy Bank/Cash Projects HRM Tools Documents | Point of sale -0 >
ﬁ‘ 'Cdgglgany B Project Project | Project contacts @  Overview  Notes  Linkedfiles @B  Tasks @9 Gantt@®  EvenisiAgenda
Search v PJ1607-0001 Back to list >
E]
Projects PROJALICE1 Open @
New project Third party : 8 NLTechno (The OpenSource company)
List
Statistics Visibility Project contacts Description The Alice project number 1
Tasks/activities Opportunity status Qualification Tags/categories
New task Opportunity probability 20 %
List
Statistics Opportunity amount 8,000 €
Start date - End date 07/30/2016 12:00 AM - 7
Time spent
Tags/categories Budget S000.€
New tag/category Priority 3
Linked files Latest 10 linked events Create event See all
Doc template  beluga  ~ English (United St... ~ Generate Ref. By Type Event Date.
1 PJ1B07-0001.pdf 15406 Bytes 1onorzor7orzsrm B © ) R, Phone Cail the bass 01/31/2017 08:52
240  Alice Adminson  call PM
-
© - g Phone Phone call with Mr 07/01/2016 10:00
237 Charle Commercy call Vaalen AM

Define who can view or edit the project

Table of contents




Make the project public or select the employees and/or partners who can participate in the project.
Users will be able to enter the time spent if you decide to use the timesheet feature.

Create tasks
If you need to track dedicated tasks, map them to your projects. You can define properties on your tasks
like planned workload and assign specific users.

You can also create sub-tasks and have a hierarchy of tasks.

Record the time spent on Projects/Tasks

If you decide to use Dolibarr projects to track the time spent, then allow each user to declare their
time on a daily basis with a dedicated interface, or on a weekly or monthly basis with a different
interface for the same.

Enter the estimated progress of your tasks/project during the same step in which the time spent is
entered, so that the progress is always captured and compared with the time spent.

If an hourly rate is set in your user card, then a cost for the time spent will also be automatically
calculated and reported.

More information is available in the following page: timesheet feature.

Follow your project or tasks

Follow your projects:

If you use opportunities, get the potential turnover of your leads instantly, weighed with the
probability, to get a calculated (propable) future turnover.

If you decide to use tasks, track their progress and compare the progress with what you had
initially planned. You can review the plan using the Gantt view.

Project overview
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Projects offer an overview tab displaying a lot of information about projects and linked elements in
Dolibarr such as proposals, invoices, orders, etc.
All these data allow you to determine profit and loss resulting from the project.
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Interventions

29. Create intervention records.
Convert your interventions into invoices in order to bill your customers.

Create intervention records to track interventions that are to be done or are already done. Attach
your intervention to a project if you want to have your intervention visible in the 360 degree view of
projects.

Use any predefined products or services to fill your intervention records quickly, or provide specific
descriptions.

1 R ad 1 oh H = = ad > a ”» w— SuperAdmin
Home  Memb... Third... Produ... Leads... Com... Billing... Bank|... Accou.. HRM  Docu.. Agenda Ticket Tools  Other  Websi... QS0
ﬁ gg:\'ganv B Intervention card Card Intervention contact Resources Notes Linked files Log
Search - FI1511-0003 Backtolist <
o] Third Party : £2 Teclib
Bookmarks - Project . validated @
Commercial proposals B
Description Total duration 10:00

New proposal
List Contract
Statistics
Customer Orders Description Date Duration
New order .
o Intervention on building windows 1 11/18/2015 09:00 AM 09:00

is
Statistics Intervention on building windows 2 01/22/2016 12:00 AM 01:00
Purchase orders
MNew order MODIFY SEND EMAIL CREATE PROPOSAL CREATE INVOICE OR CREDIT NOTE CLASSIFY "DONE" CLONE
List
Statistics DELETE
Contracts/Subscriptions
New contract/subscription
List Linked files Actions on intervention CREATE EVENT )
Services

Doc template  soleil French v | Generate Ref. By Type Title Date «
Interventions
R FI1511-0003.pdf & 18 Kb 10/31/2018 12:35 PM m
New intervention
List
ModelList Related Objects Link to...
Statistics
Type Ref. Date Amount (net) Status

Vendor probosals

Link your interventions with events on agenda, projects, orders, etc...

Convert your interventions into commercial proposals or invoices according to your desired
workflow.
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Agenda

30. An embedded Agenda, like any common calendar, enhanced with features dedicated
to your ERP and CRM system (links to your customers, employees, projects, invoices, ...)

Manually create events in the past or future

Record your events in the embedded agenda: Past events for tracking purpose, or Future events for
reminder purpose. Assign events to a customer/contact, project, and/or users.

Be - ]

Home Third parties Products/Services Commercial Financial Bank/Cash Projects HRM Tools Members Pointofsale Agenda Documents

A \ﬁ Create an event
i e

Company
Type v
Title Rendez-Vous with Mr X
Dashboard Event on all day(s)
Setup Start date 03/02/2016 | | 10 *| 00 7 new
Admin tools
End date a3 v T Naw
Users & Groups
Status / Percentage Not applicable ¥
Bookmarks Location
! The foundation
! Online documentation Event assigned to A S
| Official portal 1 Alice Adminson {Owner)
| DoliStore My availability: ¥ Busy
| Facebook page
1 '+
Google* page Task about company All v
! Twitter channel
Task about contact v
Dolibarr 4.0.0-beta
Project + | Create project
Priority
Description - 4
B [@ source 34 ] Q b5 || Format ~ || Font - || size -

B I US x x A-T | == = | E

It
lih
mn
1]

& F

i
fo}

If the module Resources is activated, you can also assign resources to your event, for example, to
track which room is occupied, which car is hired, or which video projector is reserved, when it was
reserved, and by whom.

Setup module to define the events which need to be recorded automatically
Using the setup of the Agenda module, you can decide to automatically record events related to any

business action that occurs in the application (For example, track your order, proposal, or invoice
status change, track creation, or deletion of new customers, ...)
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Home

s/Services Commercial Financial Bank/

m

Dashboard
Setup
Company/Foundation
Modules

Menus

Display

Translation

Boxes

Alerts

Security

Limits and accuracy
PDF

E-mails

SMS

Dictionaries

Other setup

Admin tools

Users & Groups

Bookmarks
! The foundation
! Online documentation
! Official portal
! DoliStore
! Facebook page
! Googlet+ page

! Twitter channel

.2' Events and agenda module setup

[L] Agenda Miscellaneous Automatic filling Export calendar

Only elements from enabled modules are shown.

Events for which Dolibarr will create an action in agenda automatically
COMPANY_SENTBYMAIL
COMPANY_CREATE
PROPAL_CLOSE_SIGNED
PROPAL_CLASSIFY BILLED
PROPAL_CLOSE_REFUSED
PROPAL_VALIDATE
PROPAL_SENTBYMAIL
ORDER_VALIDATE
ORDER_CLOSE
ORDER_CLASSIFY_BILLED
ORDER_CANCEL
ORDER_SENTBYMAIL

BILL VALIDATE

BILL_PAYED

BILL CANCEL

BILL _SENTBYMAIL
BILL_UNVALIDATE

ORDER_SUPPLIER_VALIDATE

ORDER_SUPPLIER_APPROVE

View events in different agenda views

Members

Import external calendars

it of sale Agenda Documents

Define here events for which you want Dolibarr fo create automatically an event in agenda. If nothing is checked (by default), only manual actions will be included in agenda.

Mails sent from third party card
Third party created

Customer propal closed signed
Customer proposal set billed
Customer propal closed refused
Customer proposal validated
Commercial proposal sent by mail
Customer crder validated
Customer order classify delivered
Customer order classify billed
Customer crder canceled
Customer order sent by mail
Customer invoice validated
Customer invoice payed
Customer invoice canceled
Customer invoice sent by mail
Customer invoice unvalidated
Supplier order recorded

Supplier order approved

Complementary attributes

Back to modules list

All/None
72}

72}

View and search events using filters to view only the events you are interested in (by user, customer,
project, status, or type).
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MyBig
Company

»

Sear

Dashboard

Setup

Home | Third parties = Products/Services Commercial Financial Bank/Cash Projects HRM Tools Members Pointofsale Agenda = Documents
© rgenda Day view Week view Month view Per user view List view Google agenda
Events assigned to | Alice Adminson « | Or Group | L2
Type v
Status A Refresh
Third party Al y
Project =

Admin tools

Users & Groups

Bookmarks
! The foundation
! Online documentation
! Official portal
! DoliStore
| Facebook page
| Google+ page
=1 Twitter channel

Dolibarr 4.0.0-beta

¥ Internal calendar |/ Show birthday's contacts

< >
Click to refresh agenda database with last changes done on Google agenda since 02/25/2016 06:57 PM Jan 2016 (Today)

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
28 + |29 =+ (30 selE + o1 + 02 + 03 +
04 + 05 + o8 + o7 + o8 + og + 10 +
1) + {12 + |13 + 14 i
18 =+|19 + 20 + 21 +
25 + 26 + 27 + 28 +

If required, you can include in the agenda view, any events that are recorded into an external
calendar (in read-only mode using the ical/ics import). Or, export your events into any external
calendar using the ical/ics export link.

You can use different rendering views to review your events (view by day, by week, by month, by
user, or the simple list). For example, the view "per month" or "per week" is interesting to show past
or upcoming events while the view "per user" is great to know which user is busy or free to find the
best time slot to create a new meeting request.
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Home  Third parties Products/Services Commercial Financial Bank/Cash Projects = HRM Tools  Members Pointofsale Agenda Documents

A ©/genda Dayview  Weekview  Monthview | Peruserview | Listview  Google agenda
MyBig
Company
Events assigned to | Alice Adminson + | orGroup
Type
Status
Dashboard
Third party All v Refresh
Setup _
Project
Admin tools.
Visible time range |9 -8 H

Users & Groups

Visible days range % -7

Bookmarks
1 The foundation
7 Internal calendar < 2016, Week 02 > (Today)
1 Onling documentation
Click to refresh agenda database with last changes done on Google agenda since 02/25/2016 07:23 PM 0116/2016 5| Refresh
1 Official portal
X Monday Tuesday Wednesday Thursday Friday saturday Sunday
! DoliStore 011112016 011212016 01/13/2016 0111412016 01/15/2016 0111612016 011712016
1 Facebaok page 09 10 11 12 13 14 15 16 17 09 10 11 12 13 14 15 16 17 09 10 11 12 13 14 15 16 17 09 10 11 12 13 14 15 16 17 0% 10 11 12 13 14 15 16 17 09 10 11 12 13 14 15 16 17 09 10 11 12 13 14 15 16 17
1 Google+ page A Albert Einstein
Twitter channel 2 David Doe
Dolibarr 4.0.0-beta AFERETD
4 Bob Bookkeeper £
A Marie Curie
A Zack Zeceo
A Alice Adminson I
A Charle Commercy
A Sam Scientol
A Commerson Charle
A Laurent Destailleur

Legend:
W other

API, Triggers, and Hooks

31. Integrate your ERP with any other application using Dolibarr's APIs, Triggers, and
Hooks

REST APIs

Extract any data or insert, update, or delete records using our new REST APIs. Using standard HTTP
and JSON formats, the REST APIs are compatible with any programming language (PHP, Java, Ruby,
Python, C#, C++, JavaScript, JQuery, Basic, ...). Use the embedded API explorer tool to test APIs

or get generated URLS to use in your own code.
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Restler API Explorer 12be5d36ecab14216ee502517 IR L]

root

agendaevents
bankaccounts
categories

contacts
dictionnarycountries

dictionnarytowns

expensereports
invoices Show/Hide | List Operations = Expand Operations = Raw
/invoices List invoices
finvoices/{id} Get properties of a invoice object
a8 /invoices Create invoice object
/invoices/{id} Update invoice
plala @ /invoices/{id} Delete invoice

Response Class
string

Response Content Type

Parameters

Parameter Value Description Parameter Type Data Type
id 12345678 Invoice ID path integer
Try it out! Hide Response

Request URL

http://localhostgit:80/dolibarr_dev/htdocs/api/index.php/invoices/12345678

Triggers and Hooks
Execute your own code every time a business event such as Create, Update, or Delete is performed on

any object in Dolibarr ERP and CRM by adding your own trigger code. Adding a trigger is as easy as
adding a file with just few lines of code into the directory /core/triggers.
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/44
# (lass of triggers for demo module

*/
class InterfaceDemo extends DolibarrTriggers
21
public $family = ‘demo’;
public $picto = 'technic’;
public $description = "Triggers of this module are empty functions. They have no effect. They are ovided for tutorial "pose onl H
public sversion = self::VERSION_DOLIBARR;
Ja%
* Function called when a Dolibarrr business event is done.
# ALl functions "runTrigger" are triggered if file is inside directory htdocs/core/triggers or htdocs/module/code/triggers (and declared)
* @param string $action Event action code
# @param Object $object Object concerned. Some context information may also be provided into array property object-=context.
# @param User Suser Object user
* @param Translate $langs Object langs
* @param conf $conf Object conf
* @return int <@ if K0, 0 if no triggered ran, =8 if 0K
=/
public functien runTrigger(saction, $object, User $user, Translate $langs, Conf $conf)
= {
// Put here code you want to execute when a Dolibarr business events occurs.
// Data and type of action are stored into Sobject and Saction
if ($action == 'BILL MODIFY')
=]
// My own code using $object, $user, $langs, Sconf....
FT
r }
r }
-}

And more...

Dolibarr also provides plenty of other possibilities such as hooks, modules options, menu editor, low
level setup etc. to tune the Dolibarr application to cater to very specific needs. You can also hire any
PHP developer to develop or customize any behavior. Knowledge of the PHP language is the only
prerequisite required to develop a Dolibarr ERP and CRM addon.
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Connectivity and Interfaces

32. Connect your ERP and CRM application with most popular services

A lot of external services can be linked to your Dolibarr ERP CRM using the provided interface
modules or using external modules...

LDAP

Use your own LDAP server so your users will share same password. Or reuse data in your LDAP to
create users in application. Synchronize user data in the direction of your choice.

Online Payment Services

Use the Payment modules (for example, Paypal, Stripe, Paybox, ...) to offer your customer an
interface to pay their invoice online. You can also include payment links into your sent email
automatically. Dolibarr is also SCA ready (Strong Customer Authentication).

SMTP

Define the SMTP properties of your SMTP email hosting provider so your emails will be sent using
your own email provider platform. All emails you send also appears into your "Sent" repository of
your email box.

Google

Integrate Google services like Google Maps, Google Contacts, Google Calendar and more using
external modules.

eCommerce

Install external modules to synchronize your ERP with your eCommerce platform (like Prestashop,
Magento, WooCommerce, ...)

Computer Telephony Integration (CTT)

Use the generic clickToDial module to call your partners by a simple click on your application. Input
calling may also be trapped to open directly your customer card using external modules.
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One Time Password (OTP) or 2-Steps Authentication

Add features to support OTP or 2-Steps Authentication using systems like Google Authenticator.
Several addons are available on the Dolistore market place

RSS

Integrate external RSS inside your dashboard.
and more connectors...

Find a lot of external module on the Dolistore market place to integrate your favorite external services
into your CRM and ERP, like Emails, SMS, Banks interface, Legal document generation...
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Import and Export

33. Use the import or export wizard to help you to import or extract any data into or from
your application

The import wizard allows to import a lot of data from any external application from a CSV or Excel
file. Make your import in Insert or Update mode.
The export wizard allows you to export any data of application in a CSV or Excel file.

Export

Use the wizard to export any data in several steps:
® Choose the data to export among a list of predefined export profiles.
Define which field you want to export.
Define your filters and position of fields.
Save your export profile so you can remake the export later at any time in few clicks.
Build and download the exported file.

® a a 3

Ee B & S R e # 8

Home Agenda Third .. Com... Biling... Bank|... Accou... Proje... HRM Tools Websi... Incide... Docu... DoliCl...

New export Step 1 Step 2 Step 3 Step 4 Step 5

Module/Application Invoices

Search -

Dataset to export £ customer inveices and invoice's lines
Bookmarks -
Company Id, Company name, Address, Zip Code, City, Country code, Phone, Professional ID 1, Professional ID 2,

Professional ID 3, Professional ID 4, Customer accounting code, Vendor accounting code, Sales Tax/VAT ID,

Emails templates

EMailings

New emailing

List

Export assistant

New export

Import assistant

New import

Resources

New resource

List

Unalterable logs

Print bar code

Poll

Exported fields

Filtered fields

Inveice id. Invoice ref., Type, Invoice creation date, Invoice date, Due date, Total (net of tax), Total (inc. tax), Total
tax, Pending, Invoice paid, Invoice status, Note (private), Note (public), User id who created, User login who
created, User id who validated, User login who validated, Project ref., Id of line, Description of line, Unit price of line,
VAT Rate of line, Quantity for line, Amount net of tax for line, Amount of VAT for line, Amount with tax for line, Start
date, End date, Special code, Type of line (O=product, 1=service}), Product/service id, Product ref., Product label,
Accounting code (sale)

None

Now, select the file format in the combo box and click on "Generate” to build the export file

Available formats

csv

B Excel 2007

B Excel 95

TSV

Linked files

Library used Library version
Dolibarr 9.0.0-alpha
PhpExcel 18.0
PhpExcel 1.8.0
Dolibarr 9.0.0-alpha

Save your export profiles to be able to redo the same export later, in one click.

Module

Dataset to export

Products

@ Products

Choose fields you want to export, or select a predefined export profile| MyExportProfile v | Select
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Import

Use the import wizard to load or update data in your database.

Import from any CSV or Excel files. You can get a predefined empty source files, but any source file
can be used.

File to import must have one of following format

Csv Download example of empty source file j

B Excel 2007 Download example of empty source file =

Make a mapping between fields in your source file and Dolibarr fields, so you can import files with
any format, or reuse a previously saved import profiles to save your time if you need to make
frequently the same import / update.

Fields in source file Target fields in Dolibarr database (bold=mandatory)
Field 1 (Ref.* (p.ref)) == Product Ref.
Field 2 (Label™ {p.label)) => Product Label
Field 3 (Description (p.descripti...) == Product Description
Field 4 (Public URL (p.url)) => Product Public URL
Field 5 (Accountancy code (sale) ...) =52 Product Accountancy code (sale)
Field 6 (Accountancy code (purcha...) =52 Product Accountancy cede (purchase)
Field 7 (Note {p.notel) => Product Note
Field 8 (Length (p.length)) => Product Length
Field 9 (Surface (p.surface}) == Product Area
Field 10 (Volume {p.volumel) == Product Volume
Field 11 (Weight (p.weight)) = Product Weight
Field 12 (Duration (p. duration)) => Product Duration
Field 13 (Customs code (p.customco...) => Product Customs code
Field 14 (Selling price (net of ta...) =52 Product Selling price (net of tax)
Field 15 (Selling price (inc. tax)...) =52 Product Selling price (inc. tax)
Field 16 (Sales tax (p.tva_tx)) => Product Sales tax

Run the simulator so you can know result of import with no data change. Once the simulation is
successful, you can run the real import.

Number of lines with no errors and no warnings: 90.

A Errors on 2 source record(s)
*Line 1

> Wrong value for field number 17 {value 'For sale* (p.tosell) does not match regex rule A[0]1]$)

> Wrong value for field number 18 {value 'For purchase” (p.tobuy) does not match regex rule A[0[1]$)

= Wrong value for field number 19 {value Type* (p.fk_product_type) does not match regex rule A[0[1]$)

> Wrong value for field number 21 {value ‘Creation date (p.datec) does not match regex rule ~[0-9][0-9][0-9][0-9]-[0-9][0-9]-[0-9][0-9]5)
*Line 2

> Wrong value for field number 17 {value '0 or 1' does not match regex rule ~[0[1]$)

= Wrong value for field number 18 {value '0 or 1" does not match regex rule ~[0[1]$)

> Wrong value for field number 19 {value ‘0 for product/1 for service’ does not match regex rule ~[0[1]$)

Check result of import simulation. If everything is ok, launch the definitive import
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Module Builder for Developers

34. A complete low-code and no-code studio to help developers build a full application
within few minutes.

The Module Builder tool is an embedded RAD (Rapid Application Development) tool with a code
generator and source file editor to allow developers and advanced users to build a complete application
including new objects, new permissions, new menus, news APIs, etc.

Create the Module that you want to manage

Use the module builder tool to initialize your module. A skeleton with working code will be generated.
Then, use all the tools provided to you to setup all the features that you need (menus, translations,
permissions hooks, triggers, widgets, automated tasks, ...)

= a P | & R Be Be " ah - O - = ¥ Alice

Home  Agenda Third parties Products | Services Commercial Billing / Payment Accountancy = Bank/Cash Projects ~ HRM Tools  Documents Point of sale &0

Company

ﬁ MyBig 'R' Module Builder

This tools must be used by experienced users or developers. It gives you utilities to build or edit your own module (Documentation for alternative manual development is here).

earc A Path where modules are generated/edited (first alternative directory defined into conf/conf.php): /hoi git/dolibarr

My dashboard
3 Modules/Applications New | MonModule | SellYourSaas  Danger zone C

Setup
Admin tools This module was not activated yet. Go into Home-Setup-Modules/Applications to make it live or click here: "GFF
About Dolibarr
About Browser Description Specifications Languages Objects Menus Permissions Hooks Triggers Widgets Scheduled jobs Build package/documentation
About OS
About Web Server
About PHP New Eleves Packages Danger zone
About Database
Back [ File for PHP DAO CRUD class : mor class.php [4 Il PHP page for list of record : monmodulefeleves_list.php [4

ackup [ File for PHP API class : monmodulefclassiapl_eleves.class.php 4 Go to API explorer I PHP page to create/editiview a record : monmodule/eleves_card.pr
Restore [ File for PHP Unit Test class : php Test.php [4 [l PHP page for event tab : monmedule/eleves_agenda.php [4
Upgrade / Extend i FHP page for document tab : monmodule/eleves_document.php
P I PageForLib : monmodule/libleleves.lib.php 4 I PHP page for note tab : monmodulefeleves_note.php 4

urge [ PageForPicto : monmodulef/imglobject_eleves.png
Audit
Users session i Sql file : monmodule/sqlilix_eleves.sql 4 DropTablelfEmpty

[ Sql file for complementary attributes : monmedule/sql/lix_eleves_extrafields.sql |4

External resources I Sql file for keys : monmodule/sqlilix_eleves.key.sql [

Mass VAT change
Module Builder
Scheduled jobs Properties
Direct Printing jobs Used

. Isa for
Mass barcode init Property (Example) Label Type Array of key-val NNUCI'.IL Dalnlaab;se Position Cnabled Visible oo cure "searcl

alr
Users & Groups
rowid TechnicallD integer 1 X 1 1

Your module is ready to be activated immediately, and the new features will be available inside your
ERP system in just a few minutes.
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Define the new Objects that you want to manage

Enter the name of your module and the description of each object, field and permission that you want
to manage. The Module Builder will generate for you, the code to add the new menu entries, and the
create, view and edit screens to manage your objects. The Module Builder also generates the necessary
SQL files, APIs interfaces, etc.

The new menu entries, new tables, and new screens will appear instantly inside your application.

Activate and test your application, change source code on the fly

You can switch between your external IDE (like Eclipse or any PHP IDE) and the embedded IDE
available in Module Builder to review and/or modify the generated source code of your module without
losing any code.

If you have permission, you can edit the source code with the editor of your choice, even when your
application is online, and you can test the results immediately.

Build the package and generate documentation in one click

Use the package generator to build a zip file containing your module, ready to be distributed to any
other Dolibarr instance. The package is also ready to be distributed or sold, as a new addon, on
marketplaces like www.dolistore.com

Use the documentation generator to build a HTML or PDF documentation with all the technical
information and business rules, which you can share with your business users and IT partners.
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36. Solutions

Automation for businesses
Business critical systems
Data and Al solutions

ICT services for industries
Infrastructure services
Services to increase reliability
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Automation for businesses

Automation services for businesses encompass a range of solutions aimed at streamlining
processes, improving efficiency, reducing errors, and ultimately increasing productivity. Here
are some common automation services tailored for businesses:

22, Robotic Process Automation (RPA): RPA involves using software robots or

23.

24.

25.

26.

27.

"bots" to automate repetitive tasks and workflows typically performed by humans.
These bots can interact with applications, manipulate data, trigger responses, and
communicate with other systems to execute tasks efficiently.

Workflow Automation: Workflow

automation involves automating entire e e
business processes, including the routing oW

of tasks, approvals, and notifications. It .
ensures that tasks are completed in a ' u]
predefined sequence with minimal manual @
intervention, leading to faster turnaround
times and improved consistency.

Document Management L 9
Automation: Document management
automation solutions streamline the creation,
processing, storage, retrieval, and sharing of
documents within an organization. This
includes automated document classification,
indexing, version control, and archival
processes to improve accessibility and
compliance.

Data Entry and Processing
Automation: Automation services can be
employed to automate data entry tasks such as data extraction, validation, and
transformation. This reduces manual errors,
accelerates data processing times, and enhances
data accuracy and consistency.

Customer Relationship Management
(CRM) Automation: CRM automation tools
automate various aspects of customer relationship
management, including lead management, sales 'R
pipeline tracking, email marketing, and customer
support. These tools improve customer
engagement, enhance sales efficiency, and
enable personalized interactions.

Inventory and Supply Chain
Management Automation: Automation
services can optimize inventory management
and supply chain operations by automating
inventory tracking, replenishment, order
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processing, and shipment scheduling. This helps minimize stockouts, reduce carrying
costs, and improve order fulfillment efficiency.

28. Finance and Accounting Automation: Finance and accounting automation
solutions automate routine financial tasks such as invoice processing, expense
management, accounts payable/receivable reconciliation, and financial reporting. This
streamlines financial operations, enhances accuracy, and facilitates compliance with
regulations.

29. Human Resources (HR) Automation:
HR automation services automate various HR
processes, including employee onboarding,
payroll processing, leave management,
performance evaluations, and compliance
reporting. This improves HR efficiency,
reduces administrative overhead, and
enhances employee satisfaction.

30. IT Operations Automation: IT operations automation solutions automate
routine IT tasks such as system provisioning, configuration management, software
deployment, monitoring, and troubleshooting. This accelerates IT service delivery,
improves system reliability, and frees up IT staff to focus on strategic initiatives.

31. Compliance and Risk Management Automation: Automation services can
assist organizations in automating compliance monitoring, risk assessment, audit trails,
and regulatory reporting. This ensures adherence to industry standards and regulations
while reducing the risk of non-compliance.

These automation services can be tailored to meet the specific needs and workflows of
businesses across various industries, enabling them to operate more efficiently, reduce costs,
and remain competitive in today's rapidly evolving business landscape.
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Business critical systems

Run your Enterprise System on Linux for better
reliability and security.

Running an enterprise system on Linux offers several
advantages, particularly in terms of reliability. Here
are some reasons why:

Stability and Robustness: Linux is known for
its stability and robustness. It's designed to
handle heavy workloads and operate
continuously without crashing or experiencing
significant downtime. This reliability is crucial for
enterprise systems that need to be available
24/7.

Community Support: Linux has a large and
active community of developers and users who
contribute to its development and provide
support. This means that if issues arise, there are numerous resources avallable for
troubleshooting and resolving them quickly.

Security: Linux is inherently more secure than "m"x s'?'“!'_"“
some other operating systems due to its open- ey cvec ugﬁm/,lm
source nature. Security vulnerabilities are 5
typically identified and patched quickly by the ~ rednat sosri fedor
community, reducing the risk of system breaches " @
and data loss. . debian
Customization: Linux offers a high degree of

customization, allowing enterprises to tailor the

operating system to their specific needs. This

flexibility enables organizations to optimize M
performance and reliability for their particular use nlt%?é%
cases. M{L‘ st
Scalability: Linux can scale easily to accommodate “Z&H
growing enterprise needs. Whether an organization

is small or large, Linux can be deployed across a N

wide range of hardware configurations and can t oﬁ au '111 y
scale horizontally (adding more servers) or vertically Hli» '
(increasing resources on existing servers) as .m&& t
needed.

Cost-Effectiveness: Linux can reduce operating costs for enterprises if they have in
house trained system administrators and users.

Compatibility: Linux supports the most amount of hardware platforms and
architectures as compared to any other operating system in the world today, making it
the most suitable for deploying enterprise systems across diverse environments. This
compatibility ensures that organizations can leverage existing infrastructure
investments without worrying about vendor lock-in or limited options.
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¢ Reliable File System: Linux typically uses robust file systems like ZFS and ext4, which
are designed for reliability, data integrity, and performance. This ensures that data
stored on Linux-based enterprise systems is less prone to corruption or loss.
Overall, the combination of stability, security, flexibility, and cost-effectiveness makes Linux an
excellent choice for running enterprise systems where reliability is paramount.
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Data and Al solutions

Data and Al solutions offer businesses the ability to leverage their data assets to drive
insights, make informed decisions, automate processes, and enhance customer experiences.
Here are some common data and Al solutions for businesses:

e Data Analytics and Business
Intelligence (BI): These
solutions involve analyzing
structured and unstructured
data to uncover patterns, trends,
and insights that can inform
strategic decision-making. Business
Business Intelligence tools Intelligence
provide dashboards, reports,
and visualizations to help
stakeholders understand data
more easily.

e Machine Learning (ML) and Predictive Analytics: ML algorithms analyze historical
data to identify patterns and make predictions about future outcomes. Predictive
analytics models can forecast customer behavior, demand trends, equipment failures,
and other business metrics, enabling proactive decision-making and risk mitigation.

e Natural Language Processing

Data Strate;
Governance .Docungutation

(NLP) and Text Analytics: NLP bl sl Information Extraction
. . Doc A &
technologies analyze and interpret e

Doc 2 I—

human language data, including text e —
from customer feedback, social
media, emails, and documents. Text
analytics solutions extract insights, '-3"9“399
sentiment analysis, entity Processing
recognition, and topic modeling to
derive actionable insights from
unstructured text data.

e Computer Vision: Computer vision technologies analyze and interpret visual data from
images and videos. These solutions can be used for applications such as facial
recognition, object detection, quality inspection, and augmented reality, enabling
businesses to automate visual inspection tasks and enhance customer experiences.

¢ Recommendation Systems: Recommendation systems analyze customer
preferences and behaviors to deliver personalized product recommendations, content,
and marketing offers. These systems utilize collaborative filtering, content-based
filtering, and other algorithms to improve customer engagement and drive sales.

e Anomaly Detection: Anomaly detection algorithms identify unusual patterns or outliers
in data that may indicate fraud, cybersecurity threats, equipment malfunctions, or other
anomalies. These solutions enable businesses to detect and respond to abnormal
events in real-time, reducing risks and minimizing downtime.

Machine Translation N at ur al QuestionAnswering

Human: When was Apollo
space?
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e Optimization and Decision Support: Optimization algorithms optimize business
processes, resource allocation, scheduling, and logistics to maximize efficiency and
minimize costs. Decision support systems provide recommendations and insights to
assist human decision-makers in complex, data-driven scenarios.

e Chatbots and Virtual Assistants: Chatbots and virtual assistants use Al technologies
such as NLP and ML to interact with users via text or speech, answer questions,
provide assistance, and automate customer support tasks. These solutions enhance
customer service, improve response times, and reduce service costs.

e Data Governance and Compliance: Data governance solutions enforce policies,
standards, and regulations for data management, privacy, and security. These solutions
ensure data quality, integrity, and compliance with legal and regulatory requirements,
mitigating risks and protecting sensitive information.

¢ Data Integration and Management: Data integration and management platforms
consolidate, cleanse, and harmonize data from disparate sources to create a single
source of truth for analysis and decision-making. These platforms enable businesses to
manage their data lifecycle efficiently and ensure data consistency across the
organization.

These data and Al solutions empower businesses to unlock the full potential of their data
assets, drive innovation, and gain a competitive edge in today's data-driven economy. By
leveraging advanced analytics, machine learning, and automation technologies, businesses
can transform data into valuable insights and actionable intelligence that drive business
growth and success.
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Information and Communication Technology (ICT) services for various industries.
Information and Communication Technology (ICT) services play a crucial role in enabling
digital transformation and driving innovation across various industries. Here are some
common ICT services tailored for different sectors:
¢ Healthcare:
e Electronic Health Records (EHR) systems for efficient patient record
management.
¢ Telemedicine solutions for remote consultations and healthcare delivery.
e Health Information Exchange (HIE) platforms for secure data sharing among
healthcare providers.
¢ Medical imaging and diagnostic systems for enhanced patient care.
e Wearable health monitoring devices for remote patient monitoring and preventive
care.
¢ Finance and Banking:
e Core banking systems for transaction processing and customer account
management.
¢ Online banking and mobile banking applications for convenient customer access
to financial services.
¢ Fraud detection and prevention systems for safeguarding against financial fraud
and cyber threats.
¢ Risk management and compliance solutions for regulatory compliance and risk
mitigation.
e Data analytics and business intelligence solutions for customer insights and
personalized financial services.

¢ Manufacturing:

e Enterprise Resource Planning (ERP) systems for integrated production planning,
inventory management, and supply chain optimization.

¢ Industrial Internet of Things (lloT) solutions for real-time monitoring and
predictive maintenance of
machinery and equipment.

e Computer-Aided Design
(CAD) and Computer-Aided
Manufacturing (CAM)
software for product design
and manufacturing process
optimization.

e Digital twin technology for
virtual simulation and
optimization of manufacturing
processes.

e Supply chain management solutions for end-to-end visibility and traceability of
goods and materials.

¢ Retail and E-commerce:
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E-commerce platforms for online product catalog management, shopping cart
functionality, and payment processing.

Customer Relationship Management (CRM) systems for personalized marketing,
customer engagement, and loyalty programs.

Point-of-Sale (POS) systems for in-store transactions and inventory
management.

Omnichannel retail solutions for seamless shopping experiences across online
and offline channels.

Analytics and data-driven insights for demand forecasting, pricing optimization,
and inventory management.

e Education:

Learning Management Systems (LMS) for course delivery, content management,
and student engagement.
Virtual classrooms and online learning ]
platforms for remote education and ralt

distance learning. o

Student Information Systems (SIS) for = e

student enrollment, grading, and &q/w

academic records management. ¥ - =

Educational technology tools for interactive learning experiences, such as virtual
reality (VR) and gamification.

Analytics and assessment tools for tracking student performance and
personalized learning.

¢ Transportation and Logistics:

e Government and Public Sector:

Fleet management systems for vehicle tracking, route optimization, and
maintenance scheduling.
Transportation management
systems for freight forwarding, .
carrier selection, and shipment e
tracking.

Warehouse management
systems for inventory control,
order picking, and distribution. N
Logistics analytics for L
performance monitoring, cost
optimization, and supply chain
visibility.

Last-mile delivery solutions for efficient
and timely delivery of goods to :
customers.

MOBILE

E-government services for online
citizen engagement, digital identity
management, and public service
delivery.

Table of contents




e Geographic Information Systems (GIS) for spatial data analysis, urban planning,
and disaster management.
e Public safety and emergency response systems for law enforcement, firefighting,
and emergency medical services.
e Tax administration and revenue management systems for tax collection,
compliance monitoring, and financial reporting.
e Open data initiatives for promoting transparency, accountability, and innovation
in government services.
These ICT services help industries digitize their operations, improve efficiency, enhance
customer experiences, and stay competitive in today's rapidly evolving business landscape.
By leveraging technology solutions tailored to their specific needs, organizations can drive
innovation, optimize processes, and achieve their business objectives.
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Infrastructure services

Infrastructure services encompass a wide range of offerings that provide the foundational IT

resources and capabilities necessary for organizations to operate their IT systems effectively.

These services support the hardware, software, networking, and storage components

required to run applications, store data, and facilitate communication within an organization.

Here are some common infrastructure services:
e Compute Services: Compute

. . . Cloud Service Models
services involve the provision --

of computing resources such Packages Softuare
. . plication
as servers, virtual machines Stack Server Storage 3G

Network

(VMs), and containers. This

includes services for 0S & Application Stack Application
- . . Server Storage Network Developers
provisioning, managing, and

scaling compute instances to

run applications and workloads.
e Storage Services: Storage gaiseileied
services offer scalable and i
reliable storage solutions for storing and managing data. This includes block storage,
object storage, and file storage services, as well as backup and disaster recovery
solutions to ensure data resilience and availability.
¢ Networking Services: Networking services

provide the infrastructure for connecting

; ErITIIIT)
devices, systems, and users within an NiC CARD . REPEATER
organization. This includes services such as 4 g8 8
virtual private networks (VPNs), load - ‘ _
balancing, content delivery networks (CDNs), o |
and domain name system (DNS) Ow B o |
management. ’

e Database Services: Database services offer = B
ROUTER ETHERNET SWITCH

managed database solutions for storing,
querying, and managing structured and unstructured data. This includes relational
databases, NoSQL databases, data warehouses, and database migration services.
¢ |dentity and Access Management (IAM): IAM services provide authentication,
authorization, and access control
mechanisms to ensure secure
access to IT resources. This
includes services for managing user
identities, roles, permissions, and ~ enegement rooi:
single sign-on (SSO) authentication. TN
¢ Monitoring and Logging @é gl _
Services: Monitoring and logging PR g- Mopitoring Tools
services offer tools and platforms =
for monitoring the performance,
availability, and security of IT infrastructure and applications. This includes real-time
monitoring, log aggregation, alerting, and troubleshooting capabilities.

a5
Identity I;ﬁ 1

o and 3
Access Management
Tools

Identity
Repositories

Security Policy Enforcement Tools
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¢ Reliability and Security Services: Security services provide authorized access to
data and prevent unauthorized access to IT systems and data. This includes services
such as updating software to prevent
bugs, implementing required
configurations and testing their validity
to allow authorized access while
preventing unwanted access. And user
training related to phishing and social
engineering.

e Backup and Disaster Recovery (DR):
Backup and DR services offer solutions
for data backup, replication, and
recovery to ensure business continuity
in the event of data loss or system
failure. This includes regular backups,
data replication across multiple
locations, and automated failover mechanisms.

¢ Cloud Migration and Hybrid Cloud Integration: Cloud migration and hybrid cloud
integration services help organizations migrate their IT infrastructure and workloads to
the cloud and integrate on-premises and cloud environments seamlessly. This includes
assessment, planning, migration, and optimization services.

e Automation and Orchestration: Automation and orchestration services enable
organizations to automate routine IT tasks and workflows, such as provisioning,
configuration management, and scaling. This includes infrastructure-as-code (l1aC)
tools, configuration management platforms, and workflow orchestration frameworks.

These infrastructure services are essential for building and managing modern IT
environments that are scalable, reliable, and secure. By leveraging these services,
organizations can optimize their IT operations, improve efficiency, and accelerate innovation to
meet the demands of today's digital economy.

Business
Continuity
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Services to increase reliability

Increasing the reliability of ICT (Information and
Communication Technology) services is crucial for e e
ensuring smooth operations, minimizing downtime, and 3
delivering a consistent user experience. Here are -, s
several services and strategies that organizations can
implement to enhance the reliability of their ICT
services:

Server

\  Simple

Network Failover

Redundancy and Failover Solutions: et @ O
Implement redundant components and failover &/
mechanisms to ensure continuous availability of
critical systems and services. This includes redundant power supplies, network
connections, and backup systems that can automatically take over in case of hardware
or software failures.

High Availability Architectures: Design and
implement high availability architectures that B
distribute workloads across multiple servers or
data centers to prevent single points of failure.
This may involve clustering, load balancing,
and geographic redundancy to maintain service
availability in the event of hardware or network
failures.

Monitoring and Alerting Services: Deploy
comprehensive monitoring and alerting
solutions to proactively monitor the health and
performance of ICT infrastructure and applications. This includes monitoring key
performance indicators (KPIs), system metrics, and application availability, and alerting
IT staff or automated systems of any abnormalities or issues.

Disaster Recovery Planning: Develop and maintain a robust disaster recovery plan
that outlines procedures for recovering from major disruptions or outages. This includes
regular backups, data replication, and HSASTER ECGVERYBLAN

contingency plans for restoring services inthe &

event of natural disasters, cyber attacks, or
other emergencies.

Patch Management Services: Implement a
rigorous patch management process to keep
operating systems, software, and firmware up
to date with the latest security patches and
updates. This helps mitigate security
vulnerabilities and reduce the risk of system
failures or breaches due to unpatched software.

Load Testing and Capacity Planning: Conduct load testing and capacity planning
exercises to identify potential bottlenecks and capacity limits in ICT infrastructure and
applications. This helps ensure that systems can handle peak loads and unexpected
spikes in demand without experiencing performance degradation or downtime.

B v

Disaster Recovery Plan
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¢ Incident Management and Response Services: Establish an incident management
and response framework to promptly
address and resolve ICT incidents and
service disruptions. This includes defining
escalation procedures, assigning
responsibilities, and coordinating
responses to restore services as quickly
as possible.

¢ Continuous Monitoring and
Improvement: Implement a culture of
continuous monitoring and improvement
to regularly assess the reliability and
performance of ICT services and identify
opportunities for optimization. This
involves conducting post-incident reviews,
performance tuning, and implementing
feedback loops to drive continuous improvement.

e Security and Compliance Services: Ensure that ICT services are secured against
threats and comply with relevant regulations and standards. This includes
implementing complete reliability measures, access controls, encryption, and regular
tests by administrators to confirm configurations are properly operatlonal and working
as expected to allow authorized access =" = ==~ "
and prevent denied access.

¢ Employee Training and Awareness
Programs: Educate employees about
the importance of reliability and best
practices for maintaining ICT services.
This includes providing training on
reliability and security awareness,
incident response procedures, and
proper use of ICT resources to minimize 4
human errors and mitigate risks.

By implementing these services and strategies, organizations can increase the reliability of
their ICT services, minimize downtime, and deliver a consistent and dependable user
experience to customers, employees, and stakeholders.
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Three reasons to Heavylbara
use Heavy Data BACKUP,
Backup products. \|\/« {|IX

Data recovery services are expensive and - DY
time consuming. Also they are not
guaranteed to get all of the data back.

If the media is totally lost due to misplacement, theft, fire, age related
failure or any other reason then the recovery chances are near zero.

If a business faces a significant data loss, then the chances of the
business being merged into another competitor business or closing
withing the next 1 year becomes very high.

Because if you do not take care of your customers, then someone else
will.

Contact : info@atrc.net.pk
Web : http://atrc.net.pk
Phone : +92 343 270 2932, +92 331 2036 422
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Page with links to a lot of resources.
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People Offering Remote Troubleshooting

How Investing Time and Resources in Strategic ICT Helps
Your Business
in English, Urdu, Spanish, Chinese, French, Arabic, Bengali, Russian, Japanese, Indonesian, Malay

English

Investing in strategic ICT (Information and Communication Technology) enables businesses to achieve
sustainable growth, improve efficiency, and maintain a competitive edge. Here’s how it delivers value:

1. Aligns Technology with Business Goals

Strategic ICT ensures your technology investments are aligned with your business objectives. It enables
you to adopt tools and systems that directly contribute to your goals, such as increasing revenue,
improving customer satisfaction, or expanding into new markets.

2. Improves Operational Efficiency

Implementing ICT solutions streamlines workflows, automates routine tasks, and reduces manual
errors. This leads to enhanced productivity, faster turnaround times, and more efficient use of
resources.
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3. Supports Informed Decision-Making

With advanced data analytics and reporting tools, strategic ICT helps businesses gather actionable
insights. Decision-makers can analyze trends, predict outcomes, and make data-driven choices that
minimize risks and capitalize on opportunities.

4. Enhances Customer Experiences

ICT investments enable better customer engagement through personalized experiences, faster service
delivery, and seamless interactions. Tools like CRM systems and chatbots help build stronger
relationships and increase customer loyalty.

5. Facilitates Innovation and Scalability

Strategic ICT promotes innovation by adopting emerging technologies that transform business models.
Scalable solutions ensure that your systems grow with your business, enabling you to enter new
markets or handle increasing demand effortlessly.

6. Boosts Security and Compliance

Proactively addressing cybersecurity risks protects your business from data breaches and cyberattacks.
ICT solutions also help ensure compliance with industry regulations, safeguarding your reputation and
avoiding penalties.

7. Reduces Costs and Increases ROI

By eliminating inefficiencies, replacing outdated systems, and adopting cost-effective solutions, ICT
investments deliver better value for money. The long-term ROI often outweighs the initial investment.

8. Prepares for the Future

A strategic ICT approach ensures your business is ready to adapt to technological advancements.
Future-proofing your operations allows you to stay competitive in a rapidly changing landscape.

Conclusion

Investing time and resources in strategic ICT is more than a technological upgrade—it’s a business
transformation. It drives growth, improves efficiency, and positions your company for long-term
success, making it an essential aspect of modern business strategy.
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Spanish
Como la inversién de tiempo y recursos en TIC estratégicas ayuda a su empresa

La inversion en TIC estratégicas (tecnologias de la informacién y la comunicacion) permite a las
empresas lograr un crecimiento sostenible, mejorar la eficiencia y mantener una ventaja competitiva.
Asi es como aporta valor:

1. Alinea la tecnologia con los objetivos empresariales

Las TIC estratégicas garantizan que sus inversiones en tecnologia estén alineadas con sus objetivos
empresariales. Le permiten adoptar herramientas y sistemas que contribuyen directamente a sus
objetivos, como aumentar los ingresos, mejorar la satisfaccion del cliente o expandirse a nuevos
mercados.

2. Mejora la eficiencia operativa

La implementacion de soluciones de TIC agiliza los flujos de trabajo, automatiza las tareas rutinarias y
reduce los errores manuales. Esto conduce a una mayor productividad, tiempos de respuesta mas
rapidos y un uso mas eficiente de los recursos.

3. Apoya la toma de decisiones informada

Con herramientas avanzadas de analisis de datos y generacion de informes, las TIC estratégicas ayudan
a las empresas a recopilar informacion ttil. Los responsables de la toma de decisiones pueden analizar
tendencias, predecir resultados y tomar decisiones basadas en datos que minimicen los riesgos y
aprovechen las oportunidades.

4. Mejora las experiencias de los clientes

Las inversiones en TIC permiten una mejor interaccion con los clientes a través de experiencias
personalizadas, una entrega de servicios mas rapida e interacciones fluidas. Herramientas como los
sistemas CRM y los chatbots ayudan a construir relaciones mas solidas y aumentar la lealtad de los
clientes.

5. Facilita la innovacion y la escalabilidad
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Las TIC estratégicas promueven la innovacién mediante la adopcién de tecnologias emergentes que
transforman los modelos comerciales. Las soluciones escalables garantizan que sus sistemas crezcan
con su negocio, lo que le permite ingresar a nuevos mercados o manejar la creciente demanda sin
esfuerzo.

6. Aumenta la seguridad y el cuamplimiento

Abordar de manera proactiva los riesgos de ciberseguridad protege a su negocio de las violaciones de
datos y los ciberataques. Las soluciones de TIC también ayudan a garantizar el cumplimiento de las
regulaciones de la industria, salvaguardando su reputacion y evitando sanciones.

7. Reduce los costos y aumenta el ROI

Al eliminar ineficiencias, reemplazar sistemas obsoletos y adoptar soluciones rentables, las inversiones
en TIC brindan una mejor relacion calidad-precio. E1 ROI a largo plazo a menudo supera la inversion
inicial.

8. Prepara para el futuro

Un enfoque estratégico de TIC garantiza que su negocio esté listo para adaptarse a los avances
tecnoldgicos. La preparacion de sus operaciones para el futuro le permite seguir siendo competitivo en
un panorama que cambia rapidamente.

Conclusién

Invertir tiempo y recursos en TIC estratégicas es mas que una actualizacion tecnoldgica: es una
transformacion empresarial. Impulsa el crecimiento, mejora la eficiencia y posiciona a su empresa para
el éxito a largo plazo, lo que la convierte en un aspecto esencial de la estrategia empresarial moderna.
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French

Comment investir du temps et des ressources dans les TIC stratégiques peut aider votre entreprise

Investir dans les TIC stratégiques (technologies de I'information et de la communication) permet aux
entreprises d'atteindre une croissance durable, d'améliorer leur efficacité et de conserver un avantage
concurrentiel. Voici comment cela apporte de la valeur :

1. Aligner la technologie sur les objectifs de 1'entreprise

Les TIC stratégiques garantissent que vos investissements technologiques sont alignés sur vos objectifs
commerciaux. Elles vous permettent d'adopter des outils et des systemes qui contribuent directement a
vos objectifs, tels que I'augmentation des revenus, I'amélioration de la satisfaction client ou I'expansion
sur de nouveaux marchés.

2. Améliorer l'efficacité opérationnelle

La mise en ceuvre de solutions TIC rationalise les flux de travail, automatise les taches de routine et
réduit les erreurs manuelles. Cela conduit a une productivité accrue, a des délais d'exécution plus
rapides et a une utilisation plus efficace des ressources.

3. Favorise la prise de décision éclairée

Grace a des outils avancés d'analyse et de reporting des données, les TIC stratégiques aident les
entreprises a recueillir des informations exploitables. Les décideurs peuvent analyser les tendances,
prédire les résultats et faire des choix basés sur les données qui minimisent les risques et capitalisent
sur les opportunités.

4. Améliore l'expérience client

Les investissements dans les TIC permettent un meilleur engagement client grace a des expériences
personnalisées, une prestation de services plus rapide et des interactions fluides. Des outils tels que les
systemes CRM et les chatbots aident a établir des relations plus solides et a accroitre la fidélité des
clients.

5. Facilite I'innovation et 1'évolutivité
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Les TIC stratégiques favorisent I'innovation en adoptant des technologies émergentes qui transforment
les modéles commerciaux. Les solutions évolutives garantissent que vos systémes évoluent avec votre

entreprise, vous permettant ainsi de pénétrer de nouveaux marchés ou de gérer une demande croissante
sans effort.

6. Renforce la sécurité et la conformité

La gestion proactive des risques de cybersécurité protege votre entreprise contre les violations de
données et les cyberattaques. Les solutions TIC contribuent également a garantir la conformité aux
réglementations du secteur, a préserver votre réputation et a éviter les pénalités.

7. Réduit les cofits et augmente le retour sur investissement

En éliminant les inefficacités, en remplacant les systémes obsolétes et en adoptant des solutions
rentables, les investissements dans les TIC offrent un meilleur rapport qualité-prix. Le retour sur
investissement a long terme dépasse souvent l'investissement initial.

8. Prépare l'avenir

Une approche TIC stratégique garantit que votre entreprise est préte a s'adapter aux avancées
technologiques. En préparant vos opérations pour I’avenir, vous restez compétitif dans un
environnement en constante évolution.

Conclusion

Investir du temps et des ressources dans les TIC stratégiques est plus qu’une simple mise a niveau
technologique : c’est une transformation de !’entreprise. Cela stimule la croissance, améliore
I’efficacité et positionne votre entreprise sur la voie du succes a long terme, ce qui en fait un aspect
essentiel de la stratégie commerciale moderne.
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Russian

Kak nHBecTHpOBaHME BpeMeHU U pecypcoB B cTparerndyeckue KT momoraet Baiemy 6u3Hecy

WuBectrpoBanue B ctparernueckre KT (MHpOpMaliMOHHO-KOMMYHUKAL[OHHbIE TEXHOJIOTHM)
TI03BOJISIeT KOMMAHUSIM [JOCTUraTh YCTOMUMBOIO POCTA, MOBBIIATh 3()()eKTHBHOCTb U COXPAHSTh
KOHKYPEHTHOe MperMyIiecTBO. BOT kKak 3T0 obecrieurBaeT 1{eHHOCTb:

1. CornacoBbIBaeT TeXHOJIOTUU C OM3HEeC-LIe/IIMU

CTpaTEF nueckue UKT r dPAHTUPYHOT, UTO BAIlIM TEXHOJIOTUUECKHNE MHBECTULIUN COOTBETCTBYHOT
6I/I3HEC-LIEJ'IHM. OHu N03BOJISAIOT BaM BHeJPATb MHCTPYMEHTBI 1 CUCTEMBI, KOTOPEIE HallpAMYHO
CHOCOGCTBYI-OT AOCTHDKEHHUIO BalllUX uenel‘/’l, TdKHX KdK yBe/IM4eHHe 40XO040B, IMTOBLILIEHKE
YAOB/I€TBOPEHHOCTHU K/JIMEHTOB WJIM BbIXO[ HAd HOBBIE€ DBIHKHU.

2. TToBbILIAIOT OMepaliMoHHY0 3(pPeKTHBHOCTD

Buenpenue pemennii UKT ontumusupyeT pabourie mpoiiecchbl, aBTOMaTU3UPYeT PYTHHHBIE 3a/jauil 1
COKpAIIlaeT KOJTMYeCTBO PYUHBIX OLIMOOK. OTO MPUBOJUT K TMOBBIIIEHHIO TTPOU3BOJUTETLHOCTH,
COKpalL|eHHI0 CPOKOB BBITIO/IHEHUS U Oosiee 3¢p(heKTHBHOMY HCII0/Ib30BaHUIO PECYPCOB.

3. IMoapep>xvBaeT NMPUHSITHE 060CHOBAHHBIX peIIeHUi

biiarozaps nepejoBbIM MHCTPYMeHTaM aHa/iu3a JaHHbIX U OTUeTHOCTH cTpaternyeckue KT
TIOMOTal0T KOMIIAHUSIM COOMpaTh JleficTBeHHbIe H/el. JIulla, MpUHUMAlOLI1e pellieHNs], MOTyT
aHaIM3UPOBaTh TeH/IeHIUH, POTHO3UPOBATh Pe3y/IbTaThl U JieflaTh BEIOOP Ha OCHOBE JAHHBIX, UTOObI
MWHMMH3UPOBaTh PUCKU 1 U3BJI€KaTh BBITOJY M3 BO3MOXKHOCTeH. 4. YiyuliaeT KITUeHTCKUMI OMbIT

NuBectuiuu B UKT no3BoJISAIOT y/IydllIUTh B3aUMOJEUCTBUE C KTMEHTaMU 3a CYeT
TIepCOHATM3UPOBAHHOIO OITbITa, 60Jiee OBICTPOM JOCTAaBKU yCIyT U becriepeboitHOr0 B3aMMO/IeHCTBUSI.
Takue nHCTpyMeHThI, Kak CRM-cucTeMsbl U 4aT-60Thl, TOMOTAOT CTPOUTHL O0Jiee POUHbIe OTHOIIIEHUS
Y TIOBBIIIATh JIOSI/TILHOCTh K/IMEHTOB.

5. CiocobcTByeT MHHOBALUSM M MacIITabUpyeMOCTH

Table of contents




Crpaternueckuie KT criocoOCTBYHOT MHHOBAIWSIM, BHE/[PSISI HOBbIE TEXHOJIOTHH, KOTOPbIE
npeoOpa3ytoT 6u3Hec-Mozeu. MacirabupyeMble pellieHus TapaHTUPYIOT, UTO Ballld CUCTEMbI OyyT
pacTu BMeCTe C BalllM OM3HeCOoM, TT03BOJISsi BAM BBIXOAWTH Ha HOBbIE PHIHKH WJIU JIETKO CIIPAB/ISTHCS C
PacTyIIUM CIIPOCOM.

6. IToBbImaeT 6€30MacCHOCTh ¥ COOTBETCTBHE TPeOOBAHUSIM

[TpoakTHBHOE yCTpaHeHHe PUCKOB K1Oepbe30racHOCTH 3aluilaeT Baill OM3HeC OT yTeuek JaHHBIX U
kubeparak. UKT-perieHust Takke IOMOTArOT 00eCIieunuTh COOTBETCTBHE OTPACIEBBIM HOPMaM,
3aluInas Bally pernyTaLuro 1 u3beras mwrpagos.

7. CHIDKaeT 3dTPAaThl U YBE/JIMUHUBAET peHTaﬁeﬂbHOCTb HHBECTHL[I/II‘;I

Ycrpansisi HeahheKTUBHOCTh, 3aMeHsIs1 yCTapeBllive CUCTeMbl U BHeZPsIsi 5)KOHOMUUeCKU 3 (PeKTHBHbIe
petieHus1, uHBecTUIMM B KT obecrieunBaroT /iyuiiiee COOTHOIIIEHHE T1eHbl U KauecTBa. [Jo/rocpouHast
peHTabeTbHOCTh MHBECTHUIMM YacTO TPeBbIIIaeT MepBOHavYa/IbHble HHBECTUL[UH.

8. IToaroToBKa K Oyayiemy

Crparernueckuii nogxos K KT rapanTupyer, uTo Bail OM3HeC TOTOB a/JallTUPOBAThCS K
TeXHOJIOTUUeCKHUM JI0CTIKeHUsIM. [1oiroToBKa BallMXx orepaiuii K OyyiiemMy ro3BosisieT BaM
0CTaBaThCsi KOHKYPEHTOCTIOCOOHBIMU B OBICTPO MEHSIIOLIENCS Cpeie.

3ak/roueHue

VHBecTrpoBaHye BpeMeHHU U pecypcoB B crpaternueckrie KT — 310 Gosblile, uem 1pocTo
TeXHOJIOrHuecKoe 0OHOB/IeHUe, 3To TpaHC(opmalusi 6u3Heca. ITO CTUMY/IHUPYeT POCT, MTOBBIIIAET
3¢ PeKTUBHOCTb 1 MO3ULIMOHKPYET Ballly KOMITaHUIO /71 JOJITOCPOYHOTO yCIiexa, uTo JiesiaeT ero
Ba’KHBIM aCTMeKTOM COBPeMeHHOW O13Hec-CTpaTeruy.
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Indonesian

Bagaimana Investasi Waktu dan Sumber Daya dalam TIK Strategis Membantu Bisnis Anda

Investasi dalam TIK (Teknologi Informasi dan Komunikasi) strategis memungkinkan bisnis untuk
mencapai pertumbuhan berkelanjutan, meningkatkan efisiensi, dan mempertahankan keunggulan
kompetitif. Berikut ini adalah cara memberikan nilai:

1. Menyelaraskan Teknologi dengan Tujuan Bisnis

TIK strategis memastikan investasi teknologi Anda selaras dengan tujuan bisnis Anda. Ini
memungkinkan Anda untuk mengadopsi alat dan sistem yang secara langsung berkontribusi pada
tujuan Anda, seperti meningkatkan pendapatan, meningkatkan kepuasan pelanggan, atau memperluas
ke pasar baru.

2. Meningkatkan Efisiensi Operasional

Penerapan solusi TIK menyederhanakan alur kerja, mengotomatiskan tugas-tugas rutin, dan
mengurangi kesalahan manual. Hal ini mengarah pada peningkatan produktivitas, waktu penyelesaian
yang lebih cepat, dan penggunaan sumber daya yang lebih efisien.

3. Mendukung Pengambilan Keputusan yang Terinformasi

Dengan alat analitik data dan pelaporan yang canggih, TIK strategis membantu bisnis mengumpulkan
wawasan yang dapat ditindaklanjuti. Para pengambil keputusan dapat menganalisis tren, memprediksi
hasil, dan membuat pilihan berdasarkan data yang meminimalkan risiko dan memanfaatkan peluang. 4.
Meningkatkan Pengalaman Pelanggan

Investasi TIK memungkinkan keterlibatan pelanggan yang lebih baik melalui pengalaman yang
dipersonalisasi, penyampaian layanan yang lebih cepat, dan interaksi yang lancar. Berbagai alat seperti
sistem CRM dan chatbot membantu membangun hubungan yang lebih kuat dan meningkatkan loyalitas
pelanggan.

5. Memfasilitasi Inovasi dan Skalabilitas
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TIK strategis mendorong inovasi dengan mengadopsi berbagai teknologi baru yang mengubah model
bisnis. Solusi yang dapat diskalakan memastikan bahwa sistem Anda tumbuh bersama bisnis Anda,
memungkinkan Anda memasuki pasar baru atau menangani peningkatan permintaan dengan mudah.

6. Meningkatkan Keamanan dan Kepatuhan

Menangani risiko keamanan siber secara proaktif melindungi bisnis Anda dari pelanggaran data dan
serangan siber. Solusi TIK juga membantu memastikan kepatuhan terhadap peraturan industri, menjaga
reputasi Anda, dan menghindari penalti.

7. Mengurangi Biaya dan Meningkatkan ROI

Dengan menghilangkan inefisiensi, mengganti sistem yang sudah ketinggalan zaman, dan mengadopsi
solusi yang hemat biaya, investasi TIK memberikan nilai yang lebih baik untuk uang. ROI jangka
panjang sering kali lebih besar daripada investasi awal.

8. Mempersiapkan Masa Depan

Pendekatan TIK strategis memastikan bisnis Anda siap beradaptasi dengan kemajuan teknologi.
Mempersiapkan operasi Anda untuk masa depan memungkinkan Anda untuk tetap kompetitif dalam
lanskap yang berubah dengan cepat.

Kesimpulan

Investasi waktu dan sumber daya dalam TIK strategis lebih dari sekadar peningkatan teknologi—ini
adalah transformasi bisnis. Ini mendorong pertumbuhan, meningkatkan efisiensi, dan memposisikan
perusahaan Anda untuk kesuksesan jangka panjang, menjadikannya aspek penting dari strategi bisnis
modern.
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Malay
Bagaimana Melabur Masa dan Sumber dalam ICT Strategik Membantu Perniagaan Anda

Melabur dalam ICT strategik (Teknologi Maklumat dan Komunikasi) membolehkan perniagaan
mencapai pertumbuhan yang mampan, meningkatkan kecekapan dan mengekalkan kelebihan daya
saing. Begini cara ia menyampaikan nilai:

1. Menjajarkan Teknologi dengan Matlamat Perniagaan

ICT strategik memastikan pelaburan teknologi anda sejajar dengan objektif perniagaan anda. Ia
membolehkan anda menggunakan alat dan sistem yang menyumbang secara langsung kepada matlamat
anda, seperti meningkatkan hasil, meningkatkan kepuasan pelanggan atau berkembang ke pasaran
baharu.

2. Meningkatkan Kecekapan Operasi

Melaksanakan penyelesaian ICT memperkemas aliran kerja, mengautomasikan tugas rutin dan
mengurangkan ralat manual. Ini membawa kepada produktiviti yang dipertingkatkan, masa pemulihan
yang lebih cepat dan penggunaan sumber yang lebih cekap.

3. Menyokong Pembuatan Keputusan Termaklum

Dengan alat analisis dan pelaporan data lanjutan, ICT strategik membantu perniagaan mengumpul
cerapan yang boleh diambil tindakan. Pembuat keputusan boleh menganalisis arah aliran, meramalkan
hasil dan membuat pilihan berasaskan data yang meminimumkan risiko dan memanfaatkan peluang.

4. Meningkatkan Pengalaman Pelanggan

Pelaburan ICT membolehkan penglibatan pelanggan yang lebih baik melalui pengalaman yang
diperibadikan, penyampaian perkhidmatan yang lebih pantas dan interaksi yang lancar. Alat seperti
sistem CRM dan chatbots membantu membina hubungan yang lebih kukuh dan meningkatkan
kesetiaan pelanggan.

5. Memudahkan Inovasi dan Skalabiliti
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ICT strategik menggalakkan inovasi dengan mengguna pakai teknologi baru muncul yang mengubah
model perniagaan. Penyelesaian berskala memastikan sistem anda berkembang bersama perniagaan
anda, membolehkan anda memasuki pasaran baharu atau mengendalikan permintaan yang semakin
meningkat dengan mudah.

6. Meningkatkan Keselamatan dan Pematuhan

Menangani risiko keselamatan siber secara proaktif melindungi perniagaan anda daripada pelanggaran
data dan serangan siber. Penyelesaian ICT juga membantu memastikan pematuhan terhadap peraturan
industri, menjaga reputasi anda dan mengelakkan penalti.

7. Mengurangkan Kos dan Meningkatkan ROI

Dengan menghapuskan ketidakcekapan, menggantikan sistem yang lapuk, dan menerima pakai
penyelesaian yang kos efektif, pelaburan ICT memberikan nilai yang lebih baik untuk wang. ROI
jangka panjang selalunya melebihi pelaburan awal.

8. Bersedia untuk Masa Depan

Pendekatan ICT yang strategik memastikan perniagaan anda bersedia untuk menyesuaikan diri dengan
kemajuan teknologi. Kalis masa hadapan operasi anda membolehkan anda kekal berdaya saing dalam
landskap yang berubah dengan pantas.

Kesimpulan

Melabur masa dan sumber dalam ICT strategik adalah lebih daripada peningkatan teknologi—ia
merupakan transformasi perniagaan. Ia memacu pertumbuhan, meningkatkan kecekapan dan
meletakkan syarikat anda untuk kejayaan jangka panjang, menjadikannya satu aspek penting dalam
strategi perniagaan moden.
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