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1 Summary

1.1 Introduction
The suitability of document management software for each particular user will always be dependent upon that user's individual requirements.  These requirements should therefore always be fully considered before software is acquired. The quality of the software developers or suppliers should also be considered at the onset.
1.2 Fundamentally, document management software should:
· Provide for the scanning, indexing, organising, archiving, retrieval and sharing of information.
· Enable the efficient and secure storage of electronic documents.

· Support a large variety of document formats.

· Provide extensive access control and searching capabilities across networks.
2 Approach to evaluation

2.1 Objective
To evaluate [X Software version Y] against a set of criteria developed by the ICAEW to ensure that the software meets the requirements of Document Management Software, as laid down in the summary.

2.2 Approach and Work performed
In order to effectively evaluate [X Software version Y], a product specialist from the [Software house] completed the detailed questionnaire and provided it to the evaluator to examine.  The evaluator then visited the [Software house] office in [       ] and in conjunction with the operation of the various aspects of the software assisted by a member of [Software house’s] technical staff checked the answers to confirm their validity.  The questions were individually reviewed and commented on and the majority of assessments were confirmed.

The evaluator discussed the assessments with a member of [Software house] staff in order to clarify certain points.  In the event of disagreement between [Software house] and the evaluator, the evaluator's decision was taken as final and the response changed accordingly.

[X Software version Y], was used throughout the evaluation.  
When the evaluation had been completed, the responses were completed by the evaluator and a draft copy sent to the ICAEW for review before completion of the final report.

2.3 Software/hardware utilised
2.4 Report structure

The report has been broken down into its main constituents as detailed in the contents page.  The evaluation questionnaire was provided by the ICAEW and has been used without alteration or amendment.

3 Matters to consider before purchase

3.1 General overview

3.2 Supplier background

3.3 Product background and Suitability for user including target market
3.4 Typical implementation


3.5 Vertical applications

3.6 Software and hardware specifications

3.6.1 Development environment
3.6.2 Server platforms
3.6.3 Databases  
3.6.4 Operating software
3.6.5 Minimum client PC specification
3.6.6 Support and maintenance 

3.7 Software installation and support

3.8 Partner network and related accreditation process
3.9 Limitations
4 Evaluation conclusion
Disclaimer

Any organisation considering the purchase of [X Software version Y] should consider their requirements in the light of proposals from [Software house] or its resellers and potential suppliers of other similarly specified products.  Whilst the contents of this document are presented in good faith, neither ICAEW nor [the Evaluator] can accept any liability for actions taken as a result of comments made herein.

5 Common terminology used in Document Management

ADF
Automatic Document Feeder. This is the means by which a scanner feeds the paper document.

Annotations
The changes or additions made to a document using sticky notes, a highlighter, or other electronic tools. Document images or text can be highlighted in different colours, redacted (blacked-out or whited-out), stamped (e.g. “FAXED” or “CONFIDENTIAL”), or have electronic sticky notes attached. Annotations should be overlaid and not change the original document.

ASCII
American Standard Code for Information Interchange. Used to define computer text that was built on a set of 255 alphanumeric and control characters. ASCII has been a standard, non-proprietary text format since 1963.

ASP
Active Server Pages. A technology that simplifies customization and integration of Web applications. ASPs reside on a Web server and contain a mixture of HTML code and server-side scripts. An example of ASP usage includes having a server accept a request from a client, perform a query on a database, and then return the results of the query in HTML format for viewing by a web browser.

Bar Code
A small pattern of lines that is read by a laser or an optical scanner, and which corresponds to a record in a database. An add-on component to imaging software, bar-code recognition is designed to increase the speed with which documents can be archived.

Batch Processing
The name of the technique used to input a large amount of information in a single step, as opposed to individual processes.

Bitmap/Bitmapped
See Raster/Rasterized.

BMP
A native file format of Windows for storing images called “bitmaps.”

Boolean Logic
The use of the terms “AND,” “OR” and “NOT” in conducting searches. Used to widen or narrow the scope of a search.

Briefcase
A method to simplify the transport of a group of documents from one computer to another.

Burn (CDs or DVDs)
To record or write data on a CD or DVD.

Caching (of Images)
The temporary storage of image files on a hard disk for later migration to permanent storage, like an optical or CD jukebox.

CD Publishing
An alternative to photocopying large volumes of paper documents. This method involves coupling image and text documents with viewer software on CDs. Sometimes search software is included on the CDs to enhance search capabilities.

CD-R
Short for CD-Recordable. This is a CD which can be written (or recorded) only once. It can be copied to distribute a large amount of data. CD-Rs can be read on any CD-ROM drive whether on a standalone computer or network system. This makes interchange between systems easier.

CD-ROM Drive
A computer drive that reads compact discs.

Client-Server Architecture vs. File-Sharing
Two common application software architectures found on computer networks. With file-sharing applications, all searches occur on the workstation, while the document database resides on the server. With client-server architecture, CPU intensive processes (such as searching and indexing) are completed on the server, while image viewing and OCR occur on the client. File-sharing applications are easier to develop, but they tend to generate tremendous network data traffic in document imaging applications. They also expose the database to corruption through workstation interruptions. Client-server applications are more difficult to develop, but dramatically reduce network data traffic and insulate the database from workstation interruptions.

See also n-tier Architecture.

COLD
Computer Output to Laser Disk. A process that outputs electronic records and printed reports to laser disk instead of a printer. Can be used to replace COM (Computer Output to Microfilm) or printed reports such as green-bar.

COM
Computer Output to Microfilm. A process that outputs electronic records and computer generated reports to microfilm.

COM Object
Component Object Model. COM refers to both a specification and implementation developed by Microsoft Corporation, which provides a framework for integrating components of a software application. COM allows developers to build software by assembling reusable components from different vendors.

Compression Ratio
The ratio of the file sizes of a compressed file to an uncompressed file, e.g., with a 20:1 compression ratio, an uncompressed file of 1 MB is compressed to 50 KB.

CPU
Central Processing Unit. The “brain” of the computer.

De-shading
Removing shaded areas to render images more easily recognizable by OCR. De- shading software typically searches for areas with a regular pattern of tiny dots.

De-skewing
The process of straightening skewed (off-centre) images. De-skewing is one of the image enhancements that can improve OCR accuracy. Documents can become skewed when they are scanned or faxed.

De-speckling
Removing isolated speckles from an image file. Speckles can develop when a document is scanned or faxed.

Dithering
The process of converting greys to different densities of black dots, usually for the purposes of printing or storing colour or greyscale images as black and white images.

Document Imaging
Software used to store, manage, retrieve and distribute documents quickly and easily on the computer.

Drag-and-Drop
The movement of on-screen objects by dragging them across the screen with the mouse.

Duplex Scanners vs. Double-Sided Scanning
Duplex scanners automatically scan both sides of a double-sided page, producing two images at once. Double-sided scanning uses a single sided scanner to scan double-sided pages, scanning one collated stack of paper, then flipping it over and scanning the other side.

DVD
Digital Video Disc or Digital Versatile Disc. A plastic disc, like a CD, on which data can be written and read. DVDs are faster, can hold more information, and can support more data formats than CDs.

Electronic Document Management
Imaging software that helps manage electronic documents.

EMF

Microsoft Windows Enhanced Metafile – an image type.

Erasable Optical Drive
A type of optical drive that uses erasable optical discs.

Flatbed Scanner
A flat-surface scanner that allows users to input books and other documents.

Folder Browser
A system of on-screen folders (usually hierarchical or “stacked”) used to organize documents. For example, the Windows Explorer program in Microsoft Windows is a type of folder browser that displays the directories on your disk.

Forms Processing
A specialized imaging application designed for handling pre-printed forms. Forms processing systems often use high-end (or multiple) OCR engines and elaborate data validation routines to extract hand-written or poor quality print from forms that go into a database. This type of imaging application faces major challenges, since many of the documents scanned were never designed for imaging or OCR.

Full-text Indexing and Search
Enables the retrieval of documents by either their word or phrase content. Every word in the document is indexed into a master word list with pointers to the documents and pages where each occurrence of the word appears.

Fuzzy Logic
A full-text search procedure that looks for exact matches as well as similarities to the search criteria, in order to compensate for spelling or OCR errors.

GIF
Graphics Interchange Format. CompuServe®’s native file format for storing images.

Gigabyte
230 (approximately one billion) bytes, or 1024 megabytes. In terms of image storage capacity, one gigabyte equals approximately 17,000 81/2” x 11” pages scanned at 300 dpi, stored as TIFF Group IV images.

Greyscale
See “Scale-to-Grey.”

Hierarchical Storage Management (HSM)
Software that automatically migrates files from on-line to near-line storage media, usually on the basis of the age or frequency of use of the files.

ICR
Intelligent Character Recognition. A software process that recognizes handwritten and printed text as alphanumeric characters.

Image Enabling
Allows for fast, straightforward manipulation of an imaging application through third- party software. For example, image enabling allows for launching the imaging client interface, displaying search results in the client, and bringing up the scan dialogue box, all from within a third party application.

Image Processing Card (IPC)
A board mounted in either the computer, or scanner or printer that facilitates the acquisition and display of images. The primary function of most IPCs is the rapid compression and decompression of image files.

Index Fields
Database fields used to categorize and organize documents. Often user-defined, these fields can be used for searches.

Internet Publishing
Specialized imaging software that allows large volumes of paper documents to be published on the Internet or intranet. These files can be made available to other departments, offsite colleagues or the public for searching, viewing and printing.

IPX/SPX
Communications protocol used by Novell networks.

ISIS and TWAIN Scanner Drivers
Specialized applications used for communication between scanners and computers.

ISO 9660 CD Format
The International Standards Organization format for creating CD-ROMs that can be read worldwide.

JPEG
Joint Photographic Experts Group (JPEG or JPG). An image compression format used for storing colour photographs and images.

Jukebox
A mass storage device that holds optical disks and loads them into a drive.

Key Field
Database fields used for document searches and retrieval. Synonymous with

“index field.”

Magneto-Optical Drive
A drive that combines laser and magnetic technology to create high-capacity erasable storage.

MAPI
Mail Application Program Interface. This Windows software standard has become a popular e-mail interface and is used by MS Exchange, GroupWise, and other e-mail packages.

MFP
Multifunction Printer or Multifunctional Peripheral. A device that performs any combination of scanning, printing, faxing, or copying.

Multi-page TIFF
See TIFF.

Near-Line
Documents stored on optical disks or compact disks that are housed in the jukebox

or CD changer and can be retrieved without human intervention.

NetWare Loadable Module (NLM)
An application that runs as part of the network operating system (NOS) of a Novell

NetWare server.

NT
Network Technology. Refers to Microsoft Windows NT server and workstation software.

n-tier Architecture
The term can apply to the physical or logical architecture of computing. The term refers to a method of distributed computing in which the processing of a specific application occurs over “n” number of machines across a network. Typical tiers include a data tier, business logic tier, and a presentation tier, wherein a given machine will perform the individualized tasks of a tier. Scalability is among the advantages of n-tier architecture.

OCR
Optical Character Recognition (OCR). A software process that recognizes printed text as alphanumeric characters.

Off-Line
Archival documents stored on optical disks or compact disks that are not connected or installed in the computer, but instead require human intervention to be accessed.

On-Line
Documents stored on the hard drive or magnetic disk of a computer that are available immediately.

Optical Disks
Computer media similar to a compact disc that cannot be rewritten. An optical drive uses a laser to read the stored data.

Optical Jukebox 

See “Jukebox.” 

Phase Change
A method of storing information on rewritable optical disks.

Pixel
Picture Element. A single dot in an image. It can be black and white, greyscale or colour.

Portable Volumes
A feature that facilitates the moving of large volumes of documents without requiring copying multiple files. Portable volumes enable individual CDs to be easily regrouped, detached and reattached to different databases for a broader information exchange.

RAID
Redundant Array of Independent Disks. A collection of hard disks that act as a single unit. Files on RAID drives can be duplicated (“mirrored”) to preserve data. RAID systems may vary in levels of redundancy, with no redundancy being a single, non- mirrored disk as level 0, two disks that mirror each other as level 1, on up to level 5, the most common.

Raster/Rasterized (Raster or Bitmap Drawing)
A method of representing an image with a grid (or “map”) of dots or pixels. Typical raster file formats are GIF, JPEG, TIFF, PCX, BMP, etc.

Redaction
A type of document annotation that provides word-level security by concealing from view specific portions of sensitive documents. Like all annotations in a document imaging system, redactions should be image overlays that protect information but do not alter original document images.

Region (of an image)
An area of an image file that is selected for specialized processing. Also called a “zone.”

Scale-to-Grey
An option to display a black and white image file in an enhanced mode, making it easier to view. A scale-to-grey display uses gray shading to fill in gaps or jumps (known as aliasing) that occur when displaying an image file on a computer screen. Also known as greyscale.

Scalability
The capacity of a system to expand without requiring major reconfiguration or re- entry of data. Multiple servers or additional storage can be easily added.

Scanner
An input device commonly used to convert paper documents into computer images. Scanner devices are also available to scan microfilm and microfiche.

SCSI
Small Computer Systems Interface. Pronounced “skuzzy.” A standard for attaching peripherals (notably mass storage devices and scanners) to computers. SCSI allows for up to 7 devices to be attached in a chain via cables. The current SCSI standard is “SCSI II,” also known as “Fast SCSI.”

SCSI Scanner Interface
The device used to connect a scanner with a computer.

Single-Page TIFF
See TIFF.

SQL
Structured Query Language. The popular standard for running database searches

(queries) and reports.

TCP/IP
Network communications protocol. This is the protocol used by the Internet.

Templates
Sets of index fields for documents.

Thumbnails
Small versions of an image used for quick overviews or to get a general idea of what an image looks like.

TIFF
Tagged Image File Format. A non-proprietary raster image format, in wide use since

1981, which allows for several different types of compression. TIFFs may be either single or multipage files. A single-page TIFF is a single image of one page of a

document. A multi-page TIFF is a large single file consisting of multiple document pages. Document imaging systems that store documents as single-page TIFFs offer significant network performance benefits over multi-page TIFF systems.

TIFF Group III (compression)
A one-dimensional compression format for storing black and white images that is utilized by most fax machines.

TIFF Group IV (compression)
A two-dimensional compression format for storing black and white images. Typically compresses at a 20-to-1 ratio for standard business documents.

Video Scanner Interface
A type of device used to connect scanners with computers. Scanners with this interface require a scanner control board designed by Kofax, Xionics or Dunord.

Workflow, Ad Hoc
A simple manual process by which documents can be moved around a multi-user imaging system on an “as-needed” basis.

Workflow, Rules-Based
A programmed series of automated steps that routes documents to various users on a multiuser imaging system.

WORM Disks
Write-Once-Read-Many Disks. A popular archival storage media during the 1980s. Acknowledged as the first optical disks, they are primarily used to store archives of data that cannot be altered. WORM disks are created by standalone PCs and cannot be used on the network, unlike CD-Rs.

ZIP
A common file compression format that allows quick and easy storage for transport.

Zone OCR
An add-on feature of the imaging software that populates document templates by reading certain regions or zones of a document, and then placing the text into a document index field.


Other terminology used 
BS 10008:2008 

Evidential weight and legal admissibility of electronic information
“BS 10008 is the British Standard that specifies the requirements for the implementation & operation of electronic information management systems, and to the electronic transfer of information from one computer system to another, addressing issues relating to the authenticity and integrity of the electronic information. These issues are important where the electronic information could be used as evidence.”
BIP 0008-1:2008; BIP 0008-2:2008; BIP 0008-3:2008
These are the Code of Practice for the Implementation of BS 10008. See http://www.standardsuk.com
Document input

	Scanning
	
	

	1. Do you provide your own scanning solution? If yes –

1.1. Does it support batch scanning?
1.2. Does it support low volume desktop scanning?

1.3. Does it support quality checking of scanned images and re-scanning of bad images?

	
	

	2. Identify what scanner hardware you are able to integrate with and which are recommended


	
	

	3. Please indicate which document formats are supported i.e. TIFF, PDF, JPEG.


	
	

	4. Does your system support document sizes up to A0 scans?


	
	

	5. Does your system support colour scans?


	
	

	6. Does your system support photocopier based networked scanning devices, such as MFD?


	
	

	7. Does your system support downloaded images from the network?
	
	

	8. Does your system have the ability to monitor network folders for file import automatically?


	
	

	9. What controls are available to schedule file monitoring? Please detail.


	
	

	10. Does your system support File Transfer Protocol (FTP)?


	
	

	11. Explain in detail what integration you provide to scanner systems, in particular describe -

11.1. Ability to interface to a chosen scanner system.

11.2. Ability to receive and handle images received from a scanner system.


	
	

	12. Does your system support both simplex and duplex scanning? 


	
	

	13. Does your system provide automated removal of blank images for mixed batch duplex scanning?


	
	

	14. Does your system support image enhancement tools?


	
	


	Document image processing
	
	

	15. Does your system support OCR (Optical Character Recognition)?


	
	

	16. Does your system provide for automatic and manual zoning of OCR text? 


	
	

	17. Does your system support OCR full text?


	
	

	18. What OCR engine(s) are used if not your own?


	
	

	19. Please indicate performance figures for full text indexing in terms of A4 pages per hour or equivalent.

	
	

	20. Does your system support Optical Mark Recognition?


	
	

	21. Does the OMR (Optical Mark Recognition) support any form of handwriting recognition?


	
	

	22. If there is handwriting recognition support what are its practical limitations? 


	
	

	23. Does your system support Barcode reading and indexing?


	
	

	24. What Barcode engine(s) are used if not your own?


	
	

	25. Please indicate which Barcode formats are supported.

	
	

	26. Does your system support the definition of scanned fields such as: Alphanumeric, numeric only or alpha only Date format Bar code?


	
	

	27. Does the system support basic image preparation including rotation, speckle removal and de-skewing?

	
	

	28. Does the system support bar code and/or text recognition to support automated document identification / filing of incoming documents?

	
	

	29. Does your system enable automatic classification of document types based on their layout and appearance?

	
	

	30. Can your system be used to semi-automate the extraction of data from forms?

	
	

	31. Does your system provide a forms production tool or wizard?


	
	

	32. If there is a forms wizard please outline the functionality?


	
	

	33. Does your system enable automatic capture of images of outbound documents, generated by business applications? 


	
	

	34. Does your system contain a Windows print driver for document capture of outbound business documents?


	
	

	35. What formats are supported via the print driver?

35.1. TIFF

35.2. PDF 

35.3. Other


	
	

	36. How many different format configurations can be stored for active usage using the print driver method?

	
	

	37. What level of indexing can be derived from this capture method?


	
	

	38. Can specific index fields be extracted and populated by this method? If so what configuration tools are available?


	
	


	Batch Input
	
	

	39. Are you able to support batch loading of legacy document sets if/when required?


	
	

	40. What methods of control are offered to reduce the possibility of documents missed through miss-feeds?


	
	

	41. What method of batch delimitation is used to logically group relevant documents together?


	
	

	42. How are the delimiters identified? 


	
	

	43. Are there options to include or exclude delimiters automatically from each document if desired for audit purposes, when placed in the respository?


	
	


	Fax
	
	

	44. Identify what fax systems, provided by 3rd party suppliers; you are able to integrate with.


	
	


Document Indexing

	45. Does your system provide facilities to hold scanned documents between scanning and indexing? 


	
	

	46. Does your system support multiple index stations into the same repository for scalability purposes?


	
	

	47. What types of database are supported for this temporary storage?


	
	

	48. Does your system provide the facility to add, delete and rearrange scanned images before indexing?


	
	

	49. Does your system provide split screen capability for heads-up data entry from image?


	
	

	50. Is there a zoom facility to identify hard to read information on the image?


	
	

	51. Is the “zoomed” image changes permanently stored with the index metadata?


	
	

	52. Does your system provide the facility to interrupt the indexing process leaving the remaining images safely stored until another time?


	
	

	53. Does your system provide the facility to automatically index documents from an existing data source, such as a database?


	
	

	54. Is this process (above) able to automatically insert data into specified index field(s) on a document?  


	
	

	55. Does your system provide the facility to modify document indexes before the document is finally stored?


	
	

	56. Does your system have a limit to the number and size of indexes?


	
	

	57. Does your system provide the facility for the value of one index to determine the value(s) of another index?


	
	

	58. Does your system provide manual and automatic facilities to bind together the pages of a document?


	
	

	59. Does your system provide a method to select index from a selection of pre-defined categories?
	
	

	60. Does your system provide context based selection of pre-defined indexes at multiple levels?
	
	

	61. What methods are offered to support the simple management of predefined index fields such as drop downs?


	
	

	62. What method of export is used to transfer index data and images to the repository?


	
	

	63. Can the export be configured to update other systems with indexed content?


	
	

	64. What are the limitations of the export capability in respect of updating third party systems?


	
	


Document Repository 

	Searching and Retrieval
	
	

	65. What interfaces are provided as standard to view data and images from the repository?


	
	

	66. Is there a browser interface provided as standard?


	
	

	67. What browser types and versions are supported by this interface?


	
	

	68. What additional customised interfaces are available for other applications?


	
	

	69. Does your system provide facilities to customise the user interfaces?


	
	

	70. Where customisation is possible, does this include:

70.1. Button toolbars?
70.2. Foreground/background colouring?
70.3. Results layout?
70.4. Index order?
70.5. User based index presentation?
70.6. Direct to image/document options?

	
	

	71. What search facilities Does your system provide?


	
	

	72. Does your search facility support Boolean operators And, Or, Not and wildcard searches?


	
	

	73. Does your system provide a facility to enter or select keywords from a list when making a search of a particular index?


	
	

	74. Is it possible to perform an index-based search followed by a full-text search only on the entries returned by the index search?


	
	

	75. Does your system provide free format and full text searches?


	
	

	76. What is the response rate using free format search?


	
	

	77. What search tool is used?


	
	

	78. What search criteria can be used for a free format or full text search?


	
	

	79. Does your system provide facilities to customise search dialogs?


	
	

	80. Does your system provide facilities to customise results dialog lists?


	
	

	81. Does your system have any restriction on the content that is searched? 


	
	

	82. Does your system provide facilities for users to add annotations, which are not added to the content of the document, including:
82.1. Highlighters?
82.2. Sticky notes?
82.3. Date stamps?
82.4. Other?

	
	

	83. Does your system provide facilities for users to add notes pages (which are not added to the content of the document)?


	
	

	84. Where there are multiple repositories can these be searched for content simultaneously?


	
	

	85. With a simultaneous search is there any reduction in performance as a consequence?


	
	

	86. What is the search performance of your product? 

	
	

	87. Does your system allow for the re-filing of documents e.g. to another folder or client? 
	
	


	Viewing
	
	

	88. Is the user able to quickly identify particular document types within a search?

	
	

	89. Is the user able to view the document in its native form/application?

	
	

	90. Is the user able to sort the contents of each column of ‘hits’ such as by date or document type (e.g. agreements, correspondence)?

	
	

	91. Is the user able to display documents using standard viewing options including 

91.1. Pan? 

91.2. Rotate? 

91.3. Zoom?


	
	

	92. Is the user able to quickly leaf through documents and their pages?


	
	

	93. Is the user presented with any thumbnail images to aid navigation to the desired image?


	
	

	94. What support is available for users of Terminal Emulation software?


	
	

	95. Does your system support remote users?


	
	

	96. What methods are available to improve remote access for users with low bandwidth, such as 56k modems?


	
	

	97. Can documents be uploaded from all interfaces in their native forms?


	
	

	98. What tools are available to facilitate the movement of a complete record within the repository to provide a local copy?


	
	

	99. Are all print functions available from the repository?


	
	

	100. Are batch print functions possible?


	
	


	Document support
	
	

	101. What image and document formats are supported by your product?


	
	

	102. Are these formats stored in their native form?
	
	

	103. Which of these (above) file types is your product able to display with built-in viewers?

	
	

	104. Are all of these document types stored within the same central repository? 


	
	

	105. Is there any limitation in your system as to the format of documents that can be stored?

	
	

	106. Please provide details of file types, (e.g. zip files, web pages, audio files), that can be stored.


	
	

	107. How does your system allow notes (e.g. telephone conversations) to be created and filed within the system?
	
	

	108. Does your system provide the facility for users to import Windows documents and store them in native format?


	
	

	109. Does your system provide facilities to save Windows print images with full text indexes?


	
	

	110. Can document properties of MS Office files be utilised to provide automatic indexation?


	
	

	111. What search facilities are available though MS Word or other Office applications?


	
	

	112. Are object links such as Macros left functioning from Office applications in the repository?


	
	


	Email
	
	

	113. Does your system support content from MS Outlook and Exchange?


	
	

	114. What versions are supported?


	
	

	115. Does your system support content from Lotus Notes?


	
	

	116. What versions are supported?


	
	

	117. What other Groupware solutions are supported?


	
	

	118. What method of bulk import is utilised?


	
	

	119. Does this method preserve any folder metadata or hierarchy?


	
	

	120. What methods of PST import are available?


	
	

	121. Is PST output supported?


	
	

	122. Is remote access supported and to what level?


	
	

	123. What methods of mailbox synchronisation or replication are supported?


	
	

	124. Does your system capture and store emails as images and/or native text?


	
	

	125. Can searches be made on from, to and subject fields from the email?


	
	

	126. Does your system support the storage of emails with attachments?


	
	

	127. Does your system support the full text search and retrieval of email and attachments?


	
	

	128. What indications are left within the mailbox (if any) that an item has been moved to the repository?


	
	

	129. How are email attachments supported?


	
	

	130. When an email is stored into your document repository is it also available via the standard email client, such as Outlook?


	
	

	131. Does your system support the creation of an email from your product client interface? 


	
	

	132. Can documents from the repository be selected and attached to the email?


	
	

	133. Can links to the documents from the repository be selected and attached to the email?


	
	

	134. What alternative methods are provided to obtain and forward content from the repository via email?


	
	

	135. Is there a scheduled method to store emails based on rules such as the age or size of the email?


	
	

	136. Can a document search be enabled from any email application?


	
	


	Repository architecture
	
	

	137. Does your system have a scalable and robust repository capable of storing at least 1 million pages of documents?

	
	

	138. What database architecture does your system support?


	
	

	139. Does your solution support distributed environment over a WAN?


	
	

	140. Does your system allow the establishment of additional storage areas if required in the future?

	
	

	141. What limitations are there (if any) on the number of repositories that can be supported?

	
	

	142. What type of storage facility does your system use for the document repository?


	
	

	143. If this is a database is it an open standard database that allows other products and tools to query the data?


	
	

	144. Does your system have a limit to the amount of images and indexes that it can support?


	
	

	145. In what way are the images and index information stored in your repository? 


	
	

	146. Does the solution support named user licences?


	
	

	147. Does the solution support concurrent user licences?


	
	

	148. What impact does the deployment of interfaces have on the use of concurrent licences (if any)?


	
	

	149. What ratio of actual users to concurrent licences, are recommended or achievable?


	
	

	150. Is there a server component to the licencing of your product?


	
	

	151. If there is a server component does this component need to be re-purchased for a multiple server environment?


	
	


Archiving Documents 

	152. Does your system provide the facility to create and customise archival policies?


	
	

	153. What types of storage media does your system support for off-line and near-line storage retrieval?


	
	

	154. Does your system provide the facility to search for documents that have been migrated to near-line storage, such as jukeboxes?


	
	

	155. Does your system support data caching for retrieval purposes?


	
	

	156. Does your system provide the facility to search for documents that have been migrated to off-line storage?


	
	

	157. What facilities does your system provide for the migration of documents to other devices, such as Jukeboxes?


	
	

	158. Does your system provide for obsolete data automatically being removed from the system? And does the user or system administrator specify this?
	
	

	159. Is your system capable of identifying documents to be destroyed or moved offline based on defined retention rules?  


	
	

	160. Is it possible to relocate such documents and associated index data to ‘offline’ storage devices and allow the re-location of documents onto different storage media?

	
	

	161. Can the system be configured to provide Hierarchical Storage Management?
	
	

	162. What Disaster Recovery provision is recommended for the solution?
	
	

	163. Does this DR strategy include failover support?
	
	


Document Security

	164. What general security features does your system provide?


	
	

	165. Does your security include the definition of user groups?


	
	

	166. Does your security include the definition of individual users?


	
	

	167. Does your system provide user ID codes with individual passwords?


	
	

	168. Can user and group permissions be linked to the equivalent Windows permissions?


	
	

	169. Does your system provide a facility to track access to documents in the repository and maintain history logs?


	
	

	170. Does your system provide the means to set access rights at a document or folder level?


	
	

	171. Does your system provide the facility to control access to individual documents? 

 
	
	

	172. Are user interactions logged by user name in a revision-proofed manner?


	
	

	173. Does your system provide support for version control of documents?


	
	

	174. Is the version control visible to the user?


	
	

	175. Is the most recent version always presented as the first search result?


	
	

	176. Can the version number be incorporated within any search function?


	
	

	177. Does your system provide a full audit trail of all system and document usage?


	
	

	178. Can functionality be conferred or denied by user and group as required?


	
	

	179. Can deletion rights be controlled by user and group?


	
	

	180. Can read-only capability be provided through user and group access?


	
	

	181. Can the stored documents be accessed individually via a Windows Explorer?


	
	

	182. Does your system provide the facilities required to ensure compliance with recommendations in BSI Codes of Practice relating to admissibility of electronic documents?


	
	


Work Flow

	183. Does your system provide the facility to route documents? 


	
	

	184. What additional interfaces are available through the workflow/routing solution?


	
	

	185. Does your system support workflow?


	
	

	186. What database types are supported by your workflow solution?


	
	

	187. What Operating Systems are supported with your workflow solution?


	
	

	188. What security technology does your system support to prevent unauthorised access?


	
	

	189. Does your system provide facilities to enable basic management of work queues, covering initial sorting and filing of documents? 


	
	

	190. Can workflows be incepted from the scanning interface?


	
	

	191. Can workflows support both serial and parallel routing?


	
	

	192. Does it provide a GUI based workflow builder?


	
	

	193. Does the workflow support rules-based routing around the meta-data being used?


	
	

	194. Can the workflow be configured via user exits to update third party systems?


	
	

	195. Is the workflow compliant with standard email solutions to provide change notification?


	
	

	196. Can documents in the workflow be locked out to prevent incidences of multiple versions?


	
	

	197. Does the workflow support authorisation scenarios?


	
	

	198. Does the workflow allow the support of user hierarchies and groups?


	
	

	199. Are all actions and tasks recorded within an audit trail?


	
	

	200. Can users be limited to read-only interaction?


	
	

	201. Can user rights for read-write access be controlled centrally via an administration console?


	
	

	202. Can intermediate users link to external databases for additional index data?


	
	

	203. Is the audit trail or history visible to other users in the workflow?


	
	

	204. Are user interactions logged by user name in a revision proofed manner?


	
	

	205. Are all changes and notifications stored within the audit trail whilst the workflow is progressing?


	
	

	206. Is the workflow component fully integrated with the repository architecture for secure archiving?


	
	

	207. Is the audit trail archived with the documents at the end of a process?


	
	

	208. Does your solution provide an application programming interface (API)?


	
	

	209. Is the API supplied with any demonstration code?


	
	

	210. What other functionality does your workflow offer?


	
	


System Administration

	211. Does your system offer a comprehensive range of facilities to allow simple and efficient ongoing operation and support, covering:- 

211.1. Access Control (defining system and document security and access rights)?
211.2. User Management (defining user profiles and their roles and rights within the system)?
211.3. Storage Management (controlling the physical storage locations of documents including system backup and recovery)?

	
	

	212. Does your system provide interactive facilities for making minor modifications to the user interface at a user preference level? (e.g. Menu and toolbar configuration)
	
	

	213. Does your system provide administrator facilities for creating new storage areas for new sets of documents and for defining document profiles? 


	
	

	214. Is there a facility for the creation of new indexes by the system administrator after the solution is in production?

214.1. What are the implications?


	
	

	215. Is there a facility for the modification of existing indexes by the system administrator after the system is in production? 

215.1. What are the implications?


	
	

	216. Does your system support document deletion?

216.1. How is this controlled?


	
	

	217. Can deleted documents be reinstated? 
	
	

	218. Can the use of licences be monitored via the administration console?


	
	


	Back-up
	
	

	219. What facilities does your system provide for backup devices?


	
	

	220. What do you recommend as the preferred storage medium for long-term storage of data and method of data transfer to new media?

	
	

	221. What is your recommended solution for backup and recovery of your system?


	
	

	222. Please state the recommended back-up media?


	
	

	223. What is your recommended solution or approach for disaster avoidance and recovery of your system?


	
	

	224. Are the repositories complete with respect to storing both images and meta-data for the back-up and recovery from storage media?

	
	

	225. Can the solution be configured to mirror the data?
	
	


	Reports
	
	

	226. Does the system have the facility for defining and generating reports from the system’s database?

	
	

	227. Are the reports able to demonstrate compliance with BSI BS10008:2008 [Evidential Weight and Legal Admissibility of Electronic Information] and the related Codes of Practices, regarding audit compliance?

	
	

	228. What standard management reports are supplied with the system?

	
	

	229. What software is provided to produce new reports? 


	
	

	230. Does the system provide wizards or a report library that can be copied or modified?

	
	

	231. Can reports be previewed on screens prior to printing?

	
	

	232. Can reports be written to a file for later printing, or for archiving?

	
	

	233. Does re-running a report overwrite the previous one, or can they be saved with separate identities?

	
	

	234. Can simple reports be generated from the system containing a summary of all the data stored?


	
	

	235. Can the report format be exported in a standard format for re-importation into other third party reporting tools?

	
	


Equipment & Installation 

	Installation
	
	

	236. Please state details on your typical project management methodology for implementing a system.

	
	

	237. As the solution supplier what services would you provide for the following;

237.1. Business Analysis?
237.2. Installation?
237.3. Configuration & Customisation?


	
	

	238. Please state if your vendor obligations would cover the following:-
238.1. Development of project controls?
238.2. Development of all necessary system configurations, acceptance test and other specifications?
238.3. The configuration of the system in accordance with agreed specifications?
238.4. Installation of all supplied hardware and software?
238.5. Loading of any identified legacy document and index data?
238.6. Execution of agreed acceptance tests?
238.7. All necessary on‑site and off-site support throughout the implementation including during the deployment of the system across the user population?

	
	

	239. Please provide outline timescales for the installation and configuration of your base product, additional modules and client software.

 
	
	


	Equipment
	
	

	240. What network infrastructures does your system support?


	
	

	241. Does your system solution require a minimum sized VDU / other user interface to operate successfully?

	
	


Training

	242. What would you recommend as typical training requirements for a Search and Retrieval user?


	
	

	243. Will training include the use and maintenance of the scanners?


	
	

	244. What would you recommend as the typical training requirements for a scanning and indexing user?


	
	

	245. What would you recommend as the typical training requirements for an Administrator?


	
	

	246. Will training include the maintenance of the server database and the archiving of images?


	
	

	247. What level of skill and effort is typically required to manage the document management system once installed?


	
	


Support

	248. What after sales support is provided, for example Helpdesk?


	
	

	249. Please provide details of the level of support provided by the Maintenance Agreement.

	
	

	250. What hours are your helpdesk available?


	
	

	251. Please provide details of your first line support, response times and level of problem resolution.


	
	

	252. Please provide details of your second line support, response times and level of problem resolution.


	
	

	253. Please provide details of your third level support, response times and level of problem resolution.


	
	


Integration

	254. Does your system provide an API and is this separate product?


	
	

	255. Does your system provide facilities to import and export documents as images with index information? 


	
	

	256. Does your system offer suitable programming interfaces that would allow key user functionality to be ‘called’ from other applications? (For example:

To be able to link document records with records in the business application by sharing of common keys.)

	
	

	257. Does your system provide a means of triggering actions in other systems as a result of document events such as the arrival of a customer communication?
	
	

	258. Does your API support the use of XML to enable calls into/from the repository?
	
	

	259. Identify what desktop environments you are able to interface with.
	
	

	260. Explain how your solution integrates with the standard Windows desktop.


	
	


General Products
	261. Please note the facilities within the system that enables compliance with recommendations in BSI BS 10008:2008 [Evidential Weight and Legal Admissibility of Electronic Information] and the related Codes of Practices including:

BIP 0008-1;-2;-3:2008
[Evidential Weight and Legal Admissibility of Information Stored Electronically; Information Transferred Electronically;

[www.standardsuk.com]
	
	

	262. Is your product accredited to any other Standards? If so, please detail?
	
	

	263. What experience do you have in assisting in the development and implementation of policies and procedures governing the retention of records?


	
	

	264. What experience do you have in assisting in the implementation of new operational procedures to accompany introduction of a Document Management System into a business area?


	
	

	265. As a supplier do you have a proven record in the supply of document scanning solutions? 

265.1. Please supply a list of UK users.


	
	

	266. Is your system under continued development with facilities for updating systems in use?

 
	
	

	267. Does your system ensure that all document images are stored without loss of information?


	
	

	268. Does your system support both WEB Browser and Windows platforms? 


	
	

	269. Does your system provide consistent performance as the document store grows?


	
	

	270. Is your product scalable - providing an upgrade path capable of supporting future increases in users and volumes?


	
	

	271. Would these increases (above) require any additional products or upgrades?


	
	

	272. How would you recommend sizing future hardware requirements for your product?
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