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Records Studio Features and Functionality

Looks Familiar

Records Studio employs an intuitive user interface with a Microsoft Office look and
functionality. It also includes an browser interface that users can configure and customize,
based on the project demand. An unlimited number of workspaces may be created, saved and
opened simultaneously in order to facilitate work on multiple projects.

The multiple workspace functionality allows users to easily design an electronic work
environment specific to their individual needs and workflow.

An advanced Smart Workflow function dynamically tracks changes made to record components
by other personnel. The Smart Workflow functionality facilitates automated collaboration with
records management personnel and/or project team leaders.

MS Outlook Integration

Access Microsoft Outlook directly from the Records Studio Electronic Records Management
System (ERMS). This dramatically reduces the time associated with minimizing and/or closing
the records management application to send or receive e-mail.

E-mail messages can be associated with and/or attached to relevant records components, and
saved in accordance with corporate retention policies.

Administrative Records Management Rules

The Records Studio Management Console enables administrators to configure and setup the
Records Studio ERMS based on their organizational needs, policies and requirements.

Internet Explorer Integration

Access the World Wide Web directly via the Records Studio internet explorer interface. This
convenient feature allows users to access the internet directly from the Records Studio ERMS,
eliminating the time typically associated with switching between applications.

Users can associate and attach URL links to relevant records components as appropriate or
access the desired Web pages via the saved URL links as required. Built-in screen capture
functionality allows the user to save web pages as records.

Client or Web Hosted Records Management

You choose:

The Records Studio ERMS can be strategically deployed in your environment without
physical hardware (servers). Web hosted records management is efficient as it
eliminates cost expenditures associated with hardware (database server) purchases.

Records Studio is designed to perform seamlessly without degradation in performance.

Order/Request Module

Records Studio features an intuitive file/records ordering system through a user-friendly
graphical display. Users simply drag and drop the desired records components into a cart to
initiate records requests.
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See Who is Doing What and When

Leveraging the sophisticated Alerts System functionality of Records Studio allows the user real-
time monitoring of all activity conducted in the records management repository.

From your Miami office, peruse and view items created by a specific user in the London office,
while simultaneously monitoring the progress of records requests in the New York and Tokyo
offices, as well as managing offsite transfers.

Physical Resource Location Standardization

Configure and design records locations/layouts based on the physical characteristics of file
rooms, warehouses, vaults, cabinets, desks and commercial offsite facilities as required.

Enterprise/Entity Configuration

The hierarchical setup functionality of the Records Studio ERMS Management Console enables
administrators to create a systematic blueprint of your global enterprise structure and records
component classifications. This feature enables the user to match the organizational structure
of your enterprise, while incorporating unique functionality as necessary to individual business
units, departments, divisions and/or teams.

Reporting

Records Studio incorporates a sophisticated reporting subsystem that can be configured and
customized by the systems administrators to suit the needs of specific individuals, departments
and/or business units.

Single Repository Managed Data Storage

Your organization can rely on the fact that secure and reliable control is being applied to the
electronic file resources of your Enterprise. Records Studio provides the flexibility to scale to an
unlimited amount of digital items that can be managed in a single repository, ensuring
compliance.

Intelligent Search Engine

Records Studio incorporates an advanced, yet extremely efficient, state-of-the-art search tool.
Keywords across all records types (hardcopy and/or electronic) and component levels can be
searched efficiently with accurate and timely results.

Records Studio Imaging

The Records Studio Imaging Subsystem allows users to scan items directly into the core Records
Management application. This integrated functionality alleviates the need for a separate
imaging module or interface.

The Records Studio Imaging Subsystem incorporates user designed Data Extraction Templates
that automatically populate component metadata with specific information from scanned-in
documents; which is extremely useful in the management of commonly used forms and
documents.

The Records Studio Imaging Subsystem features state-of-the-art integrated OCR technology
that provides users with an increased level of accuracy when scanning documents into the
Records Studio ERMS. User specified document text and metadata can be indexed
systematically at the time of capture to facilitate timely and accurate electronic document
retrieval as required.
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Records Retention

The Records Studio ERMS features a comprehensive Records Retention Scheduling module for
all physical and electronic records data that includes electronic mail and associated
attachments.

The Records Retention module enables system administrators to enforce retention protocol
procedures systematically without user intervention to ensure compliance with corporate,
enterprise and/or government mandated retention schedule rules and policies.

Web Portal

The built-in web portal functionality provides users with access to the most commonly used
features of the core Records Studio ERMS from virtually any remote location with internet
access.

Users can securely configure workspaces, create records and search the records management
database, as well as order or request items with the same level of performance that the back-
office Records Studio users experience.

Mobility

PocketPC Mobile Platform wireless remote file management can utilize a Mobile PC enabled
portable data terminal, Smartphone or PDA; allowing auditing of enterprise locations and
associated files from virtually any remote location.

Barcode Labels

Records Studio incorporates fully customizable barcode label design and printing so that users
can easily configure WYSIWYG barcode labels for all physical records components. Additionally,
barcode labels can be configured and designed for resource locations (file rooms, warehouses,
offices, file cabinets, commercial offsite facilities, etc.) as desired.

REID

For those clients with a more advanced file tagging system, the Records Studio is RFID platform
ready.

Security

Access and authorization can be applied to all areas of the Records Studio ERMS. Security levels
can be systematically assigned to individual record items, workspaces, entities, individual users
and/or designated groups of users (business units, departments, divisions or teams), records
series and records components, as well as records resource locations.

Encryption

Records Studio incorporates a sophisticated, yet industry standardized web-data encryption
protocol to ensure secure enterprise level and/or private network data exchange.
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