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Executive Summary



EXECUTIVE SUMMARY

The continued pressures of paper-centric processes and the rising amount of effort related to retrieving,
distributing, and archiving paper-based documents have forced Sample Customer to look for ways to
improve efficiencies and restrain costs. Both the Order-to-Cash and Purchase-to-Pay processes require
new ways to accommodate growth while at the same time keep providing the very best in customer
service.

Current challenges involve:

e Searching for and retrieving documents in paper format takes a long time and does not add
value.

e Gaining new levels of efficiencies without adding personnel.
e Being able to quantify efficiency gains.
e Paper processing in general prevents staff from working on value-added tasks.

e Documents moving between locations and departments can be lost, and business processes tied
to the documents have to be restarted, document copies re-sent, etc.

e Responding and/or preparing for audits is a time consuming effort that needs to be streamlined.

e Being able to fully utilize technology investments in a way that benefits multiple business areas
throughout the enterprise.

As the company tries to become lean and streamline their operations, process waste has to be identified
and eliminated. To ensure that only value-added activities are being performed, paper shuffle needs to
be reduced or eliminated. Instead, employees should be able to access, manage, deliver and archive
documents in digital format while in complete integration with the company’s internal systems.

In summary, Sample Customer objectives are:

e To ensure business continuity and fast access to customer purchase orders, shipping documents,
Sample Customer invoices, Sample Customer purchase orders, vendor invoices, and receiver
paperwork that positively impacts the business and the bottom line.

e To access documents without having to physically go through filing cabinets, retrieve from
multiple locations and deliver to the proper personnel.

e To ensure users don’t have to leave their desks and can access images from ERP screens when a
document needs to be retrieved, viewed, faxed, emailed or routed for various reasons.

e Expand the usage and functionality of ERP product already in use.

e To respond to inquiries with immediate access to key documents and not have to wait for
documents to be located, found, or returned from off-site storage.
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e To comply with company’s document retention policies without incurring additional costs for
storage space, secure document disposal, and being able to access such documents without
having to spend time manually reviewing paper files.

e To ensure records and documents are secure in the event of a disaster.

Proposed Solution

Sample Customer engaged RJS Software Systems to investigate document management and imaging as a
potential solution for the challenges the organization is facing. The proposed WebDocs Paperless
Solution involves more than the usual document imaging technology because it takes into consideration
the business processes as a whole and integrates seamlessly to various ERP applications. Our innovative
approach towards managing the entire lifecycle of your business information will transform paper files
into electronic documents that can be routed, distributed, archived, and retrieved directly from users’
desktops, web, Windows and 0S/400 green screens. The ultimate outcome is the effective streamlining
of workflow without changing the way users work.

The initial phase of implementing a Paperless Solution is the creation of a Solution Design. This document
is the result of the first step of the RIS methodology, the “Business Design,” which fully analyzes the
processes that will be impacted by the new technology. The Business Design includes illustrations and a
detailed description of the current and planned process change for each targeted area. The final section
lays out a comprehensive return on investment. Once the Business Design is reviewed and approved, a
detailed Statement of Work is created and a final timeframe for implementation is agreed upon.

As a result of the initial step of this Business Design, Sample Customer has identified the following
functional areas to be part of the document management project:

e Customer Service: Involves the processing of customer quotes and orders.
e Shipping: Involves shipping products purchased by customers.
e Purchasing & Receiving: Involves purchasing of inventory and non-inventory items.

e Accounts Payable: Involves the processing of supplier invoices, management of approvals when
required, check creation and distribution of checks.

e HR: Electronically managing onboarding documents and ongoing HR documents typically filled
out by hand and managed in paper filling cabinets.

With the proposed document management solution, Sample Customer will be able to:

e Eliminate the need to print related documents throughout the process by making those same
documents available electronically from authorized users’ desktops.

e Manage approval and review processes electronically using automated workflow, eliminating the
need for manually handling paper or walking to another department and delivering to another
location to hand over files.
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e Use the existing ERP application as the core of its processes, allowing for easy retrieval of orders,
invoices, shipping documents, purchasing, receiving and accounts payable documents
dynamically from the system.

e Display captured and created documents on the users’ screens, eliminating the need for printing
and handling paper files.

e Maintain an electronic repository of documents in the unfortunate event of a fire, natural
disaster, etc. as part of a complete disaster recovery plan.

As a result of this engagement, Sample Customer will have a Paperless Solution integrated to its line of
business application that will streamline the Purchase to Pay and Order to Cash processes and provide
cost savings in terms of paper reduction, faster workflow, better visibility, and increased customer
satisfaction.

Next Steps

Sample Customer needs to review this document and convey any changes or corrections to the solution
architect. Upon acceptance of this solution and sales proposal by Sample Customer, our Professional
Services team will review the solution design and finalize the detail for the implementation plan.

After the implementation of the Paperless Solution, a Post Production Review meeting takes place to
ensure all goals and requirements met or exceeded Sample Customer expectations and provide a
paperless solution that will help Sample Customer become more efficient and profitable. Our objective is
your complete satisfaction and we are committed to working with you towards that end.
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GOALS AND REQUIREMENTS

While the existing application and the other additional systems in use at Sample Customer are highly
automated from an information systems perspective, an ancillary solution is required to handle the
paper-based documents and subsequent retrievals to support Sample Customer business process
management requirements.

The proposed Paperless Solution encompasses required features and functions to allow for the capture,
creation, archival, distribution, processing and retrieval of critical documents directly from the ERP
screens.

Project Goals

Through our analysis meetings, several goals for this project were identified:

Accounting is the number one priority for paperless automation.

Eliminate the process of stapling receiving documents to invoice.

Eliminate the printing and copying of Sample Customer invoices.

Change the culture from paper processing to electronic.

Make Accounts Payable and all processes more efficient.

Eliminate FAX machines for both inbound and outbound documents.

Gain process efficiencies by not having to manually shuffle paper for all areas.
Reduce the number of touches of paper.

Go “Green.”

Store documents electronically and eliminate paper based stored documents over time.
Eliminate physical storage of paper documents such as file folders and filing cabinets.

Reduce labor expenses associated with moving paper documents, manual faxing of documents,
and manual scanning and emailing of documents via multi-function peripherals.

Capture receiving documents electronically and provide access to accounting without use of
paper documents.

Respond to audits in a timely manner without incurring additional costs for document retrieval
and re-filing.

Comply with document retention policies while at the same time reducing or eliminating physical
storage requirements.

Eliminate misfiling and lost documents.

Reduce or eliminate need for document copies.
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e Enable users to electronically forward documents for review and approval without having to deal
with paper and allowing for greater process visibility.

e Provide immediate access to all imaged documents for access to more timely and accurate
information.

Another key objective is to allow authorized users of the current application to view, print, fax or email
any or all of the imaged documents.

Accessibility and visibility of process-related documents to all authorized personnel during each step is
desired. As Sample Customer uses the solution, the goal is to improve efficiency and eliminate the need
of numerous copies, filing locations, shuffling of paper documents and retrieval and distribution of paper
documents.

Project Requirements

In conjunction with the identified project goals, several requirements or key benefits have been
expressed and are necessary for a successful implementation. They are:

e Seamless integration with the electronic forms product, if possible from a single vendor providing
a "cradle-to-grave" solution.

e Electronically capture documents at the earliest point in the process, and utilize electronic
workflow for routing and distributing imaged documents.

e Provide quick and easy access to all scanned documents for viewing, printing, fax and email
transmission from user ERP applications.

e Provide access to imaged documents to all authorized users at any location from their desktops,
eliminating printing and manual handling of paper.

e Create a single archive location for all imaged documents to enable faster document search and
retrieval.

e A document history tied to every image that is viewed, printed, forwarded and/or approved.
e Provide electronic images of documents, eliminating the need for physical copies.

e Provide an enterprise wide solution to enable other departments, such as Human Resources, to
go paperless using the same software platform.

The goals and requirements stated and documented in this section were used in the design of the
solution for Sample Customer. The achievement of these goals and requirements will be ongoing
throughout the project with RIS seeking a “delighted customer.”
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CURRENT PROCESS — CUSTOMER SERVICE: QUOTES AND

ORDER ENTRY

Quote Request and Orders for Sample Customer come in several methods. With approximately 80-100
orders received per day, orders come in via Fax (95%), Email (5%) and Phone (5%). Quote Request are
received via Fax and email with the majority via telephone. Regardless of the method of receiving the
order all orders are processed through the ERP System.

A challenge for creating Quotes from customer request was discussed in detail and is a key source of
time, effort, and paper documents. In addition, the order process has numerous manual steps and you
see the documented process from our analysis below.

The illustrations below depicts a high level overview of the Quoting process, with a red “X” indicating a
step in the process that will be either eliminated or automated once the proposed solution is in place.

Quoting Processing
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Enginegering Process " Production Green Sheet H .
Purchasing N Recorded in their
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10.

11.

12.
13.
14.
15.
16.
17.

Faxed quote requests are received on fax machines. Emailed quote requests are printed and
picked up at the local printer.

Paper quote requests are delivered or picked up by one of 10 quote originator.

The quote creation process begins with the filling out of an “Internal Quote Request Form”
commonly referred to as a “Green Sheet.” This form is created using Microsoft Excel.

Once the Green Sheet is created it is printed and the manual workflow process begins.
The Green Sheet is delivered to the Engineering Manager for a first review.

After the initial review the Engineering Manager (Jon) delivers the Green Sheet to one of five
product managers.

The product manager may send the Green Sheet back to the originator if all data is not
completed. If all information is complete, the product manager completes the needed process
within engineering to create the quote information. (It was decided, this process would be left
for analysis in a phase Il).

Once the engineering process is completed the product manager completes the bottom half of
the page of the Green Sheet.

The Green Sheet is then delivered to purchasing for creating the costing information.

The Production Controller receives the Green Sheet next and establishes the setup and
processing time for the quoted product. (A desire here to have both purchasing and production
control doing their process at the same time).

The updated Green Sheet is delivered back to the Engineering Manager for the creation of the
Special Quote Form.

The quote information is recorded in the logging application.

The packet of documents is delivered back to the original requestor.

A customer price workup sheet is created.

From all of this paperwork the actual quote in created in Microsoft Word.
The Final Quote is printed and then faxed or emailed.

The entire packet is filed alphabetically by date.
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Order Processing

Faxed Orders

Email Printed

Sorted by, vendor or

A
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Print Order
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Order
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Order'doc
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When ready for ship

1. Faxed order requests are received on fax machines. Emailed orders are printed and picked up at
the local printer.

N o v ok~ w N

The customer

acknowledgement.

purchase order

The Order Acknowledgement is printed.

is filed by date after

For some customers the order acknowledgement is faxed.

8. The Pick/Pack list is released when the order is ready for shipment.

CURRENT PROCESS — SHIPPING

Paper purchase orders are sorted by the vendor who is next in the rotation.

The lead time is obtained from production control and written on the purchase order.

The order information is entered in Order Entry from the customer purchase order.

being matched to the order

The following shipping method is used to deliver products. The illustration below depicts a high level
overview of the shipping process. The current shipping process seems efficient and will leave little room
for improvement with the proposed solution except for retrieval of documents for analysis and audits.

Pick Ticket
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Pick/Packing List is generated and printed.
Product is picked and readied for shipment.

Personnel make comments and notations on the documents as well as sign (initial) the Pick List.

P W

Signed Pick List is returned to office where the bar-coded document is “wanded” to alert the ERP
System that the product is ready for shipment and trigger the invoice process.

5. The driver arrives and picks up the shipment and signs a copy of the BOL which becomes the
POD.

CURRENT PROCESS — BILLING

The Billing process involves the creation of invoices.

Note: there is a desire to capture a copy of the invoice in the image archive to insure all related order
transaction documents are related and available electronically. This will be addressed in the solution
section of this document.
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CURRENT PROCESS — PURCHASING

Purchasing generates approximately 75-80 Purchase Orders per week, and most are one to two pages in
length. Purchase orders are divided almost evenly between inventory and non-inventory purchases.
Since the two different types of purchase orders are created differently, their processes will be

documented separately.

The Purchasing process is described below, and the illustration depicts a high level overview of the
process, with a red “X” indicating a step in the process that will be either eliminated or automated once

the proposed solution is in place.

Inventory Purchase Orders

g { | Signattre
: N PO Reviewed YIN
< <
All PO’s printed
Purchasing creates PO w/overlay YES
In ERP !

1 or 2 signatures
based on\$ level

Standard PO is printed.
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person for signature.
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The printed purchase order is reviewed for accuracy.

Decision on how to distribute the purchase order is made.
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From Hold
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File'byPO#

Purchase Orders are created in the ERP System and released.

Fax
Machine

X

mml Email from

Scan to MFP workstation

If a signature is required (some debate on the need for signatures) it is delivered to proper

If attachments need to be sent to vendor, they are retrieved and matched to the purchase order.

If fax, the PO is released from hold and send through the current fax server.

If email, the PO is scanned on a MFP device and emailed from the users workstation.
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Non-Inventory Purchase Orders
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Depending on the type of purchase request — Capitol vs. Non-Capitol — one of two types of
Purchase Order request forms are created.

Based upon the type of request, the PO request form is delivered to one or more people for
review, change, and approval.

Approved requisitions are delivered to purchasing.
Standard PO is printed.
The printed purchase order is reviewed for accuracy.

If a signature is required (some debate on the need for signatures), it is delivered to proper
person for signature.

If attachments need to be sent to vendor, they are retrieved and matched to the purchase order.
Decision on how to distribute the purchase order is made.

If fax, the PO is released from hold and send through the current fax server.

10. If email, the PO is scanned on a MFP device and emailed from the users workstation.

CURRENT PROCESS — RECEIVING

The Receiving process starts when goods arrive at one of the locations. An overview of the Receiving
process is described below, with a red “X” indicating a step in the process that will be either eliminated
or automated once the proposed solution is in place.
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1 Part with Part
1 Part for Inspection

1. Boxes are opened and the Packing Slip (and BOL as appropriate) is used to check the accuracy of
the shipment. The receiving staff notates any discrepancies on the packing slip.

2. The shipment is then received in the ERP System.
3. The “Receiver Ticket” is generated.

4. The Receiver Ticket information is printed as a 3-part form (Quality items) and 2-part form (Stock
items).

5. One part goes to Accounts Payable for both types. One part goes with the part and is later
thrown away. For Quality items a part goes to the inspection department.
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CURRENT PROCESS — ACCOUNTS PAYABLE

The Accounts Payable department handles approximately 150 invoices per week with an average of one
to two pages per invoice. Currently, most invoices are received via mail but the goal is to receive more
electronically with a paperless solution. Approximately 18% are received via email, 2% via fax and 80%
via mail.

The Accounts Payable process is described below, with a red “X” indicating a step in the process that will
be either eliminated or automated once the proposed solution is in place.

Invoice & Receiving
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1. A vast majority of mailed invoices are received in the AP department. Invoices not mailed to AP
are opened by their recipients and inter-office mailed to the AP department. Emailed invoices
are printed by the user or by the AP department and then processed like mailed invoices.

2. Theinvoices are then date stamped and manually reviewed and sorted. Two main stacks are
created: Inventory based invoices and non-inventory invoices.

3. A copy of non-inventory invoices is created and filed for sales tax audit purposes. They are filed
alphabetically by vendor.

4. Asecondary sort is done to separate discount, non-discount, direct and credit memos.
5. Priority invoices are processed first and then others as time allows.

6. The user keys the PO number in the ERP System to determine if items have been received.
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If not received, the invoice is delivered to purchasing for resolution.
Once received, the user groups the invoices for processing.
The invoices are then entered in the ERP System.

PO Voucher document is created and printed from the ERP System. Non-PO Voucher documents
are created and printed from internal applications.

The invoice is matched with the voucher document and delivered for approval.

Approved invoices are delivered back to Accounts Payable for filing — alphabetically for weekly
check run.

Checks under 5K
— electronic

signature

4

h 4

Printed

Checks é#e mailed

Cash Requirements x
Report Printed
Checks,over 10K
—p require two
v manual signature
Voucher retrieved
and readied to
matcht@ ehecks
1. A pre-check requirements report is printed as a trial run for what is going to process.
2. This report is reviewed before the actual Check Requirements report is run.
3. When approved for release, the checks are released and printed.
4. Checks under $5,000 are printed with a valid signature.
5. All checks are delivered to proper person for review and one additional signature for checks

between $5,000 and $10,000. Checks over $10,000 require two signatures.

While checks are being reviewed, vouchers are retrieved for matching to the checks when they
are returned approved.
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PROPOSED PAPERLESS SOLUTION

Based on our analysis and design and with input from Sample Customer personnel, we developed the
following proposed Paperless Solution, which constitutes the Scope of Work for this project.

Functional Areas /Processes

Although many areas and processes have been discussed during our analysis, the following were
identified as being part of the scope of this project. Unless an area or process is explicitly described in the
following pages, it is considered not part of the scope of work.

= Quote and Order Processing
=  Shipping

=  Purchasing

= Receiving

=  Accounts Payable

The proposed solution for each area is described in detail in this document. Acceptance of this Solution
Design constitutes acceptance of the proposed solutions outlined and any change to those processes
may impact the implementation timeframe, pricing, or software solutions being utilized.

RJS SOLUTION OVERVIEW

The RIS Paperless Solution is designed to streamline business processes, improve productivity and reduce
costs by digitally managing the entire lifecycle of your business information.

The first stage of going paperless is
data and document capture. Paper
documents are scanned, indexed and
archived. Signatures, forms data,
email and other digital documents
are also captured, indexed and
archived together with related files.
Content generated from ERP and
other business systems are
automatically indexed and archived
as they are created.

All newly captured or existing electronic documents are stored in a centralized digital filing cabinet for
easy on-demand access. Documents can then be automatically routed or distributed through basic
workflows or advanced business processes. The solution also provides the flexibility to fax, email or print
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guotes, invoices, purchase orders, acknowledgments and other documents individually or in batch. All
files are securely stored and managed so that no documents are ever lost, stolen or viewed by
unauthorized personnel.

Sample Customer will be able to leverage the proposed Paperless Solution in the following ways:

e Eliminate paper-related printing, storage and distribution costs — Because all documents will be
digitized, stored, routed and accessed electronically, you can go paperless and reap the savings.
You will dramatically reduce manual printing, filing, mailing and distribution costs and virtually
eliminate filing cabinets and off-site document storage.

o Immediate access to critical documents — All business documents captured by the solution,
including Purchase Orders, Shipping documents, Invoices and Order Acknowledgements, will be
available electronically directly from a Web browser or from the customers application.

e Automate document capture and creation — Creating electronic documents and automatically
capturing data electronically via forms, scanning or directly from your business applications will
speed up workflow, improve operational efficiency and reduce paper costs.

e Accelerate approvals and business processes — Using digital signature technology and
automated workflow and distribution tools speeds up decision making and eliminates printing
and manually paper.

e Use your applications as the core of all processes — Leverage your ERP system to quickly and
easily retrieve any and all related documents dynamically from the system.

o Safeguard documents and data — It is critical that you have a secure document repository that
can archive all your important business information in the event of a fire, natural disaster, theft
or fraud.

e Establish a document imaging platform — Implementing the solution allows you to expand to
other operations of the business such as shipping, receiving, accounts receivable, accounts
payable, and beyond.

Process Improvements to Meet Productivity and Cost Saving Goals

The solution is designed to streamline current processes. Visibility of all documents to your departments
will improve. This will enable management to greatly reduce research times, improve responsiveness,
and free up users’ time.

With the requirement to streamline Sample Customers Purchase-to-Pay processes and Order-to-Cash
processes, the system’s integration with the ERP application allows for easy retrieval of related
documents from the user’s desktop.

Workflow provides notifications of imaged items needing action, route imaged documents to the proper
personnel, create and maintain approval times and facilitate workload balancing. Individuals can access
their imaged documents and perform tasks allowed by their user profiles. This empowers users to
retrieve all supporting documentation and view entire document histories to make fast, accurate
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decisions. Users’ ability to access all of the documents in real-time also enables personnel to accelerate
problem resolution, ultimately reducing research time.

Sample Customer can use the history function which tracks every time the imaged document is viewed,
faxed, emailed, printed, routed, annotated and approved, by user ID with time and date of the event. In
the case of an audit, searching for related documents is as simple as typing in a customer number or
name. All related documents are quickly found and brought up on the screen.

The following sections detail each phase of the recommended Paperless Solution and outlines how it will
impact functional areas.
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PROPOSED SOLUTION — QUOTE AND ORDER PROCESSING

After analysis and discussion a solution to automate the quoting and order processing functionality was
agreed upon by RJS and Sample Customer personnel. The solution, using WebDocs and WebForms from
RIS, will create a highly efficient paperless process that will reduce the time from request to quote and

create an audit trail for the entire process.

The illustration below depicts how the process would work in a paperless environment with WebDocs.

Quoting Process

Phoned-in inquiry

Fax / Email quote
request captured and put
in workflow

Verbal orders entered
Directly to WebForm
Quote Form

Quote Form began

Quote Request
Routed to Engineering
Manager for initial
Review

No — routed back to originator:

Routed to proper
product manager

Engineering
continues current
process (phase Il)

Production Controller
establishes setup
and process time and
updates WebForm

continues current
process (phase Il)

creates Special Unit
Quote section in
WebForm

7

~

A 4

back to Originator

As Web Form
Purchasing updates
pricing section of
WebForm Engineering Manager
Enginesnng logsiqucteiand WebForm routed Quote Created from

WebForm(s) data

S
Quote
Faxed/emailed

Email quote request and fax quote request will be captured into WebDocs.

Quote
Archived

The user will begin the quoting process by completing the appropriate information in the “Quote

WebForm.”

After completing the required information and attaching any related electronic documents the
user will route the PO Request WebForm to the Engineering Manager workbasket.

The Engineering Manager will review and electronically route the PO Request WebForm to the
appropriate Product Manager workbasket for processing.

The product manager will review the information. If more information is needed from the
requestor, the product manager can route the image to requestor.
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Engineering will continue to do whatever process they are currently doing to gather all
information needed to complete their part of the PO Request WebForm. Once completed they
will route the image to purchasing for pricing and production control for process time
calculation.

Purchasing and Production Control will complete their sections of the PO Request WebForm and
route the image back to the requestor.

The requestor will have the ability to create a final quote from the information in the PO Request
WebForm. The requestor will not need to log the quote since it is archived in WebDocs.

Based upon user and customer preference, the quote will be emailed or faxed from the
workstation. In addition, the imaged request and actual quote will be indexed and placed in the
WebDocs archive.

Ordering Process

PO Received
Fax/email

PrRO

Emailed & Fax orders
are captured and  —p»
placed in workflow

Image routed
to Sales g

OA sent Vla

via Data from WebForm Acki Cl)ntjjer ti ord Fax/email
Final WebForm Created « " cknowledgment is rder
For New Order Imagejrovtediic —> LI CESE (D —> placed in Review | Acknowledgement
Production ERP to complete Workbasket for final '
order el’]tl’y 'orkbasket 1or final released

review before release I

OA and Order
Images archived

When customer purchase orders are received via fax or email they will be captured into
WebDocs.

Final WebForm for new order is created and routed to sales and production for notification.
Data from order WebForm can be passed to the ERP application for order entry automation.

When the Order Acknowledgement placed in a “Review” workbasket before it is released for
faxing or emailing based upon customer preference.

An imaged copy of the order and order acknowledgement will be imaged, indexed and placed in
archive.

POSED SOLUTION — SHIPPING

The proposed Paperless Solution for the shipping process focuses on reducing the loss of shipment
information from paper documents, the elimination of manual filing of shipping documents, and
providing immediate access to shipping documents when searched by other departments.
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The illustration below depicts how the process would work in a paperless environment with WebDocs.

O Driver picky 1 Shipping Doc Signed
Pick List | ) ol P And scanned with
Printed w/barcode SIS Pick Ticket
Order picked Notations ; l
Pick Ticket made on Doc as needed Pick List returned to office —

Created in ERP and signed Pick Confirmation @

Shipping Docs batch
Scan with Barcoded
Pick/Pack Doc and
any other shipping docs

1. The user prints the Pick List. The spool file is merged with an electronic form adding a bar-code to
facilitate scanning.

2. The shipping staff uses the Pick List to pick the order and to make any notations or corrections
related to the order itself.

3. When the pick is complete, the shipping staff creates other shipping documents as required (like
BOL) as defined by Sample Customer.

4. The carrier arrives and picks up package. One copy of the Shipping documents is sent with the
shipment.

5. The user places the signed copy of the shipping documents in scanner in batches. The bar-coded
Pick Lists and shipping documents are indexed from the barcodes and the images are added to
the WebDocs archive completing the process.

6. The billing and sales department will have immediate access to completed shipment
documentation.

PROPOSED SOLUTION — BILLING

The process of capturing a copy of the invoice in the image archive to insure all related order transaction
documents are related and available electronically will be part of the scope of this project. In addition,
invoices can be setup to automatically fax and/or email to the customer.

. ’ Invoice created
v N from spool file data
lI\ g and ready for

distribution

Invoicing triggered Invoice emailed or dbesn’t print
in ERP based on Customer profile
Invoice indexed and archived
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PROPOSED SOLUTION — PURCHASING

The proposed solution for Purchasing focuses on adding the ability to automatically image and archive all
purchase orders. In addition, a solution was designed to automate the creation, workflow approval
process and creation of PO Requisitions for both Capitol and Non-Capitol items. During the analysis, it
was determined this could be of use in reducing the labor, delays and accuracy of non-inventory
purchases

The illustration below depicts how the process would work in a paperless environment.

Purchase Orders

Approved PO
Request routed to
Purchasing

User routes Request
to proper approver

N

PO Request WebForm l

Created for Capitol &
Non-Capitol purchases

I' Purchase Order Buyer Reviews and
\,‘ Created & PO selects to release to ———P
’U Request Imaged vendor

Inventory or NON-Inventory l Based on Customer

Purchase Order Profile PO Emailed
created in ERP or faxed to vendor

PO is indexed
& archived in WebDocs

1. To begin the Non-Inventory purchases the user will complete the PO Request WebForm. Based
upon the WebForm, a Capitol or Non-Capitol PO Request will be created.

2. The requestor will route the WebForm to the appropriate person for approval. This can be one
person or several.

3. After approving the request the PO Request WebForm will be routed to purchasing.

4. Purchasing agents will create the PO by passing the data from the WebForm or entry in the
purchasing application.

5. Inventory purchase orders will be created as they are done today by entering the information
into the ERP application.

6. After the Purchase Order is created in the ERP System, the spool file is merged with a newly
created electronic form. The purchase order will be captured with the necessary indexes and
archived in WebDocs.
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7. The purchase order will be placed in a review workbasket for final review or correction.
8. Upon release, the PO is emailed or faxed to the supplier based upon the vendor’s preferences.

9. All captured documents can be retrieved at any time from WebDocs, either by using WebDocs
search function or via ERP inquiry screens.

PROPOSED SOLUTION — RECEIVING

The proposed Paperless Solution for the Receiving process is focused on capturing receiving documents
early in the process so that the manual paper delivery to Purchasing and Accounting departments can be
eliminated.

The illustration below depicts how the process would work in a paperless environment with WebDocs.

©

O-s .

2> C

Receiving staff reviews " ed i Receiving documents Receiving docs
; ; ; ems received in Scanned and indexed
Packing materials with ERP interactively archived in WebDocs

Shipment. Notes taken on

Receiving documents if needed - Receiver Rpt prints

to travel with part

1. Once products arrive at the warehouse, boxes are opened and the Packing Slip is used to verify
the shipment. The Receiving staff will note any discrepancies on the packing slip itself.

2. The shipment is then received in the ERP System. At the end of the receiving process the user will
place all receiving related documents in the scanner.

3. Asingle copy of the Receiver Report will print to travel with the part.
4. When scanned the imaged documents will be indexed and place in the WebDocs archive.

5. The receiving documents will then be available to any authorized user.

PROPOSED SOLUTION — ACCOUNTS PAYABLE

The proposed Paperless Solution for Accounts Payable eliminates the need for AP to manually search for
receiving documents and purchase orders before processing invoices. It also streamlines the sending and
receiving of invoices for approval and resolves discrepancies by having these processes handled by
WebDocs workflow.

The illustration below depicts how the process would work in a paperless environment with WebDocs.
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1. Invoices will be initially captured by one of three methods:

a. Paperinvoices (though very rare) will be scanned and temporary indexes applied to the
invoices i.e.: vendor name, amount, etc.

b. Emailed invoices will be captured by WebDocs and imaged with temporary indexes.
c. Inbound Fax invoices will be captured by WebDocs and imaged with temporary indexes.

2. Once the invoices are captured they will be place in workflow, WebDocs can match the receiver
with the invoice when both are in the system and route to the “voucher-ready” queue

3. The AP user can determine what priority sequence the invoices are to be processed in (if they
have authority).

4. Voucher-ready invoices will be vouchered into the ERP System. After completing the voucher-
entry process, the invoices will be re-indexed with the pre-defined indexes.

5. WebDocs workflow will allow the AP staff to route invoices needing approval to the proper
approver.

6. The approver can access the invoice through the WebDocs electronic inbox where users can add
additional information and/or approve before electronically routing the invoice back to AP.

7. Upon return, the AP staff completes the process.

Check Processing

The Check process involves the creation of check data with the ERP System and the check created with
iForms.

The illustration below depicts how the process would work in a paperless environment with WebDocs.
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The Pre-Check register can be created, imaged and routed electronically for approval. (There was
discussion on whether to keep this step manual).

Once the invoices are approved for release, the user will release the checks in the ERP
application.

The checks will be created with the required single signature for checks under $5,000.

Checks over $5,000 can be routed for electronic signature (either 1 or 2) depending on the
amount. (This step was also discussed as to maybe keep printing the checks and using manual
signatures).

Approvers can review all related imaged documents for the checks from their workstation,
eliminating the need to match paper documents to checks.

Upon approval and/or final signatures, the checks are ready for distribution.

The imaged checks will be indexed and archived in WebDocs. The checks will be electronically
linked to each invoice they are related to.
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SOLUTION BENEFITS

During discussions with Sample Customer personnel, the following areas of operations were identified as
business challenges:

e Non-value added tasks related to paper consuming too much time.
e Manual records and retention policies are mismanaged.
e Manual document routing to review and approve numerous document-centric processes.

e Eventual turnaround of documents is under limited control by departments most affected by said
documents.

e Retrieving documents is time consuming,

The overall process can be improved with a paperless system that integrates into the business
applications currently in use. These challenges were evident in all of the departments analyzed.
Improvement goals will focus on removing the paper shuffle from the aforementioned areas while
streamlining all operational aspects.

Through observing Sample Customer’s desire to gain control of its business processes and meet company
objectives, the need for the Paperless Solution became more apparent as this analysis progressed. Along
with the requirement to streamline the archival and retrieval of documents, ease of use,
implementation, customization and expandability of this solution became a key factor. The desire to
contain costs, eliminate non-value added activities and position the business for long-term success was a
continuing consideration in this Solution Design.

The use of the Paperless Solution for the functional areas identified will deliver benefits in several areas.

Processing Efficiency

Improving processes and streamlining transaction research, discrepancy resolution and vendor and
customer response times is critical to the success of this solution. Providing Sample Customer personnel
with the ability to retrieve documents from an electronic repository rather than an inbox, a filing cabinet,
the warehouse facilities, etc. will also produce a positive payback. Processing efficiencies will increase
significantly when documents are imaged, thereby capturing paper at the point where it enters the
organization. Imaged documents enter processing queues more quickly and can be used to accelerate
and manage the approval process.

The following outlines benefits of attaining processing efficiencies:
o Allow for the growth with minimal addition of personnel.

e |Implement electronic business process management to streamline the Purchase-to-Pay and
Order-to-Cash processes.

e Provide an in-house solution for capturing and archiving engineering documents.
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Provide quick and easy access to all scanned documents for viewing, printing, fax and email
transmission from core business applications.

Provide immediate access to documents and data.

Quicker Resolution

By providing immediate access to imaged documents from the user’s workstation, users can begin
resolving issues within moments. Information related to the resolution of problems can be captured on
the imaged document and made available for all to view both at point of resolution and at any time in
the future. Our solution will enable quicker resolution in several ways:

Provide access to all authorized users at any location from their workstation.
Take full advantage of workflow to resolve issues in a timely manner.

Gain electronic approvals or attention to information with electronic notations in all areas
defined in this solution design.

The Paper Shuffle

Eliminate the need for photocopies and filing in each functional area, eliminate the manual delivery of
paper documents at each step of the group process, and eliminate the cost for manually retrieving and
distributing documents between locations. These changes will:

Reduce or eliminate space for storage of paper documents.

Eliminate space and manpower for retrieval of paper documents from filing cabinets and/or
archives.

Reduce time and work effort for audits with imaged documents.
Provide access to key imaged documents at each location without manually retrieving and faxing.
Reduce misfiling and lost documents.

Reduce or eliminate need for multiple copies of certain documents.

Lower Costs

The Paperless Solution drives down document storage costs by:

Reducing repetitive printing and photocopying of documents and containing the cost related to
maintaining these devices.

Substituting electronic repositories for filing cabinets and effectively eliminating the need for
long-term storage space.

Workflow allows for the processing of more orders, production, and invoices with less
requirement for additional staff.
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e Reduce mailing and shipping costs associated with document delivery to and from vendors and
the company’s locations.

e Reduce labor “moving” paper between departments and/or locations.

e Reduce labor expense for processing documents (printing, copying, filing document research,
etc.).

Enhanced Visibility and Control

e Utilize immediate access to all related documents for better more timely and accurate
information. Electronically capture documents when they arrive at the company and utilize
electronic workflow for approval.
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RETURN ON INVESTMENT

Cost justification dollars typically fall into two primary types or categories. The first are the hard dollar
savings or increased revenue in the operating budget. Hard dollar savings are usually the result of having
tangible and identifiable reductions in expenses. Hard dollar savings may be identified in the following
example areas:

e Better utilization of personnel and avoidance of new personnel costs in the future.
e Business operating costs (photocopying, postal mailing, courier services).
e Reduction in facilities costs (off-site storage cost, shred services, or storage space).

The second type of cost justification revolves around soft dollar or intangible savings in which benefits
are realized but they may not easily translate into verifiable hard dollar cost reductions. For example,
immediate access to imaged documents allows you to provide better customer service but the system
does not reduce overall operating costs for the department.

Paperless Solution implementations are likely to produce a number of significant benefits that help to
improve the productivity and efficiency of your organization because they automate what were once
manual processes. Thus, processes that require considerable amounts of human labor to manage, file
and retrieve paper-based transaction documents are important to evaluate when quantifying the cost of
business communications. In many cases, measuring the length of transaction document processing
cycles, and the cost of the human resources that drive the process, can help to quantify “intangible” cost
savings. As an example, 1998 research from industry analyst Gistics, Inc., found that an average of
$8,200 per employee is spent annually on file management activities such as search, organization,
backup and security.

Harvard Business School estimates that a company’s profits could be increased by more than 25% simply
by reducing customer defections by 5%. Bain and Company concurs philosophically, estimating that cost
of acquiring a new customer can be up to 5 times as much as keeping an existing one. Analysts feel
strongly that the transition from paper-based transaction documents to electronic business
communications would positively impact customer service. More importantly, many expect or have
achieved greater levels of customer satisfaction related to:

o The speed of business communications, due to either shortened processing cycles or new
distribution methods such as fax, web and/or email.

e The introduction of more personalized business communications.

e Improvements in the aesthetics of transaction documents.
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Below are some areas that you may consider for achieving savings in a typical imaging and workflow

system:

Storage costs and retrievals of documents

Labor reductions possible or less additional
labor required in the future

Employee retention

Remote work access capability—can
employees be more efficient if they can
work at an off-site location periodically or
permanently?

Remote access to documents—do you
have to FedEx, fax, and/or courier
documents to remote locations that could
be accessed online if available?

File retrieval times for in-house files
File retrieval times for archived files

Increased productivity around shared
documents

Reduced printing, mailing, faxing, special
delivery costs

Reduced storage costs from eliminating
paper

Allows peripheral activities to be
accomplished such as a records
management program that was not
previously available

Auto sending of key documents by fax or
email, eliminating regular mail and
overnight charges such as FedEx

Document access and availability by
customers over the Internet

Customer service improvements and
efficiencies such as allowing customer
access to documents

Solution Design
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Overall document management costs for
existing resources and facilities

Cost of file cabinets

Cost of file cabinet real estate and
opportunity cost of that space

Monthly cost of off-site storage and
retrieval

Cost of paper, paper clips, staples, folders,
index cards, etc.

Cost of printing and printers (Total Cost of
Ownership for printers)

Disaster recovery (Currently, if you only
have paper files chances are you actually
do not have any disaster recovery
capability. A catastrophic event could
severely cripple your company)

Overall document growth rate—you may
be adding, for example, new products or
services that will double or triple your
paper documentation needs. Can you
handle this increase with the existing
facilities?

Value of maintaining company rules within
workflow

Making better decisions more quickly

Billing and payments made sooner—AR
goes down

Improve/leverage existing legacy
applications and processing by linking to
images

Reduced litigation support

Improved security
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Going “Green” can save money and the environment:
e One tree yields 8,333 sheets of paper.
e Each office workers print 1,000 pages per month (10-12,000 year).
e 45% of documents are thrown out within 24 hours.
e 768 million trees to produce world’s annual paper supply.

e Energy consumption (12% of total manufacturing energy).

Financial Analysis

A detailed Return on Investment (ROI) analysis created with information we gathered during the
evaluation and design of your solution including line items, savings, and costs estimated and validated by
Sample Customer personnel will be provided separately.

Solution Design February 21, 2011
RJS Software Systems — Proprietary and Confidential Page 30 of 35



Implementation Plan



IMPLEMENTATION METHODOLOGY

RJS Software projects are divided into distinct phases that permit easy identification of the tasks, dates
and resources within each phase. The start and completion of each phase are milestones for
communication of the current project status. Each phase is described in the following pages, facilitating
the planning cycle to ensure that a common set of expectations exist between Sample Customer and RJS
as we progress through the implementation process.

Project Management

Successful projects require planning and control. A key part of the WebDocs implementation process is
the planning, staffing and management of each project. For each project, RIS will assign a Project
Manager. The RJS Project Manager will be the primary customer contact for the implementation.

Overview of WebDocs Installation and Configuration Process

1. |Installation procedures are sent to customer. The guides contain requirements and instructions
for what resources will be required (access to AS/400, workstations, etc.) as well as any pre-
installation steps the customer should take. The installation guide confirms the date and time of
installation as well as identifies the customer contact for the installation team.

2. A Professional Services consultant will assist with installation of software.

3. The RJS Project Manager and the Professional Services consultant will work with the customer to
establish clear Project Acceptance Criteria that will be used as a guideline for determining the
project end.
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10.

11.

12.

The Professional Services consultant will meet with major stakeholders of each department to
begin technical design for software deployment. This includes, but is not limited to: Gathering
samples, document security requirements, document indexing requirements, planning of capture
processes and integrations.

Note: Administration Training is typically an ongoing process and starts at this step. RIS
consultants have found that administration is best learned in a hands-on approach rather than in
a classroom environment.

The Professional Services consultant will work with the customer to load/create usernames, user
groups, index fields and other necessary system parameters. Note: The customer can provide an
Excel file containing user names and their associated group profiles for import, which may speed
up the creation of multiple users in the system. The Professional Services consultant will provide
an Excel template for listing out users, groups, folders and Document Types.

The next step is Initialization which means configuring WebDocs with the values gathered in the
previous steps.

The Professional Services consultant will work with the customer to setup and configure the
Document Capture process. This may require additional software and hardware configuration.

The Professional Services consultant will work with the customer to implement product
integrations into the process. This includes, but it not limited to: custom scripting, screen
scraping, exit programming or custom development.

The final implementation stage is the End-to-end testing (E2E) and tests the entire process from
start to finish. This is typically performed by technical staff and a few key users to ensure that the
process is working as expected, and to ensure that the acceptance criteria have been met.

After the process has been tested, the system is put into production. This is referred to as the
“Go Live” date. The customer and the professional services person both sign off on the Project
Acceptance Criteria, creating a closed project event.

After the process has been tested, the Professional Services consultant will assist the customer
with training the primary users and/or users on the new process. Separate trainings will be given
for various stages in the process such as scanning and indexing or retrieval.

A date for a “post-project review” is set. The post-project review enables the sales rep and the
project manager (professional services consultant may or may not be present) to get feedback
from the customer. Any required changes to workflows, system settings, etc. documented during
such visit will generate a Change Order and Quote for services.
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Responsibilities and Expectations

The RIS project team recognizes the importance of working closely with Sample Customer personnel
during this project, so the knowledge, effort and cooperation of those personnel are a key requirement
for success. The knowledge and expertise of the RIS Project Team combined with Sample Customer
expertise and familiarity with their business practices and application(s) will provide a productive, highly
refined team.

To this end, an initial set of expectations and responsibilities for both RIS and Sample Customer is listed
below.

Key Project Assumptions:

e All work will be performed during normal business hours (in the local time zone of the
installation), Monday through Friday, 8:30 AM to 6:00 PM, except RIS holidays, unless mutually
agreed upon by RJS and Sample Customer.

e All documents, workflows, processes and systems that are part of the proposed solution have
been identified in this document and will be further tailored during the implementation phase.

e Installation of non imaging hardware and software products for the system (i.e., DASD, SQL, and
AS/400 license products) will be completed by Sample Customer prior to installation of the RJS
products.

Sample Customer Responsibilities:

e Provide suitable workspace, network, internet, and telephone access for the RIS Professional
Services Consultant(s).

e Create SCS spool files that contains the necessary data to be mapped to the electronic forms that
will be created with Iforms and captured by WebDocs.

e Create the necessary electronic forms using RJS’s electronic forms solution after being trained on
how to use it.

e Identify users for skill transfer. We recommend having at least one “power user” in each process
area that is familiar with the solution, the internal systems, workflows, and basic troubleshooting
procedures.

e Make necessary procedural and/or operational adjustments resulting from this project.

e Actual content of all documents and controls limiting access/use of the stored documents is
strictly the responsibility of the client.

e Grant RIS personnel sufficient security access for the duration of this project.
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RJS’s Responsibilities:

Establish a framework for project communications, reporting, procedural and contractual
activity.

Review Integration Module API’s with Sample Customer staff used for integration into selected
business applications.

Review the project scope and contractual responsibilities of both parties with the Sample
Customer Project Manager.

Monitor and track progress against the project plan and report progress to the Sample Customer
Project Manager.

Work with the Sample Customer Project Manager to establish a process to surface and resolve
problems or issues that will impact the project schedule.

Monitor and resolve deviations from the project scope with the Sample Customer Project
Manager.

Review the project success with the Sample Customer Project Manager.
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Solution Design Acceptance and Confidentiality

This design contains system concepts and other business information that has been developed by RIS
Software Systems, Inc. using proprietary methodologies designed to provide optimal solutions to your
firm’s business needs as you have expressed them to us. The information contained herein is therefore
confidential in nature and is to be treated as your firm would treat its own confidential information. It
should not be disclosed to any employee of your firm not having a need to know or anyone who is not an
employee of your firm without our express written permission.

Signing below signifies agreement that this design is acceptable to Sample Customer, Inc. and will
become the blueprint for the implementation of technologies described. This is not a purchase
agreement, but along with the presented proposal, provides a complete picture of the business, technical
and cost factors required to implement the design.

ACCEPTED AND AGREED:

Customer: Sample Customer, Inc. RJS Software Systems, Inc.
Signature: Signature:

Print Name: Print Name:

Title: Title:

Date: Date:
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