Management

Handle documents with greater efficiency in Dynamics NAV

Zetadocs is document management software that automates the
production and delivery of business documents.

Users can capture and create documents such as statements,
invoices and quotations, instantly on their PC and then
automatically email them, fax them or archive them to SharePoint.

Introducing Zetadocs

Zetadocs helps companies to reduce the
costs associated with producing and
handling paper documents, to improve
efficiency and enhance customer service.

Zetadocs also integrates with SharePoint
to enable secure storage and fast
document retrieval by authorised network
users.

Zetadocs for NAV

Zetadocs for NAV manages the production,
delivery and archiving of NAV documents
such as orders, invoices and statements.

The mailing costs it saves and the earlier
cash collection that results, delivers a
great return on your investment.

It stores these documents in SharePoint
and links them to the appropriate
transactions in NAV for faster access than
paper files, helping you improve the
service you offer.

The solution can be extended to capture
emails, faxes and scanned documents
from customers and suppliers.

Key Functions

As well as reducing the cost of delivery,
Zetadocs offers a range of functions that
delivers real benefits — saving time,
improving accuracy and boosting
efficiency.

Professional documents

Documents from multiple file types such
as Microsoft Office files, PDFs and
scanned paper documents can be
combined into a single PDF for faxing or
emailing.

It is easy to set up automated procedures
that add attachments or additional sheets
to your newly created document.

This ensures important additional
information is always sent with key
documents — for example, terms and
conditions can be attached to order
acknowledgements.

Zetadocs also allows you to overlay
stationery to create a professional image
and maintain your corporate branding.

You can routinely add personalised
subject and body text to emails.

equisys .
ZETAQOOCS

Capture. Deliver. Share.

Automate document delivery
Producing, packaging and posting
documents like statements, invoices and
remittances is a time-consuming and
costly process.

Zetadocs lets you deliver documents by
email with just a click of the mouse. It also
allows you to fax documents to ensure
your customers or suppliers receive the
right document by their preferred method.

This eliminates the cost of printing and
postage and reduces the time staff spend
on administrative tasks.

Zetadocs allows you to:

- Save time by applying document delivery
properties — for example, add company
stationery or terms of business to all
sales quotations.

« Set rules to automatically add email
addresses, subject text and covering
messages.

- Store templates on the network so they
can be shared by all Zetadocs users.

- Schedule delivery to run in batches, at a
time of your choosing.
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I was looking for a
solution that improved
efficiency and I definitely
got that with Zetadocs.

The reduction in the time
taken to process sales
documents has been
staggering.

The sales team were
spending almost half an
hour assembling the
documents and then it
would be another day
before they were
received.

After we installed
Zetadocs, customers
received their contracts
in seconds.
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Choose delivery methods

Simple rules can be set up to deliver
business documents by fax or by email, as
well as being printed.

In addition, you can give your customers
the choice of how they receive the
information you send out.

Users can define delivery based on
company name, contact name, department
type and preferred method of receipt.

Once the rule has been defined, this
procedure is automatically followed for that
contact for those document types, unless
overridden for an individual document.

Storage and retrieval

Zetadocs helps to eliminate trips to the
filing cabinet by allowing you to manage
the capture and storage of paper and
electronic documents automatically.

This module captures documents from your
customers and suppliers, whether they
arrive by email, fax or on paper. These
documents may be shared with colleagues
to help them work more effectively and
efficiently — even if they are not NAV users.

Zetadocs also enables the simultaneous
viewing of the same document by users.

For long-term storage, the system allows
you to save scanned documents, emails
and faxes in PDF/A format.

An OCR processor is an optional module
that will make it possible for you to identify
and convert selected text in a captured
document so that it is then available for
searching and for use in editing by
enabling copy and paste functionality.

Enhanced productivity

Zetadocs will also save you time and
money by allowing you to send batches of
documents directly from Dynamics NAV.

By automatically storing each sent
document, Zetadocs can help to greatly
reduce the cost of storing paper originals.

Easy to install

Installation is quick and easy — even with
heavily customised systems.

The appropriate NAV object file (FOB)
needs to be imported, along with object
files for the pages, tables and forms
interfaces. Key sales and purchasing
reports can then be enabled for use by
Zetadocs with a mouse click, even if these
reports are already customised.

This allows you to run a ‘Try & Buy’ trial.
We will set up the software on a test
system for you, free of charge. Users can
experience Zetadocs running in their own
environment and gauge the business
benefits the product offers for themselves.

The advantages of Zetadocs

Zetadocs delivers a number of important
benefits to users.

- It automatically archives copies of all
documents sent, allowing for quick
retrieval. Your staff will no longer waste
time searching for paper documents and
storage costs will be reduced.

« It archives to SharePoint so that non-NAV
users, such as salespeople, can access
key documents easily.

- It eliminates the cost of printing and
storing paper by creating electronic
invoices, statements and remittances and
automatically storing copies.

* It meets individual customer delivery
requirements, sending personalised
documents by email, based on the
recipient’s preference.

- It makes it easy for users to create and
send NAV documents singly or in
batches.

For more information about our products
and services, please call: 01675 432400,
email us at: sales@metaphorix.co.uk or
visit our website: www.metaphorix.co.uk

The costs of handling documents

* Ineffective filing and retrieval — it costs £15 just to file a piece of paper and £500 a
year rental space for a single filing cabinet (Gartner)

« Cost of postage and packaging — 5% of company revenue is spent on document

production (IDC)

* Poor access to information — up to 30% of the working day is spent just looking for

data (Microsoft)
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