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Document Management System



	· Aemon India is started with the concept of Total Service Organization in May 2009 at Vadodara (Gujarat). Where customer can get Always Easy & Maintenance free Operational Network.
· Aemon India act as Consultant.
· Focused Company with Broad Vision.
· Acting as Bridge between  Technologies & End Customers.
· Qualified Technical Team with Hands-On Experience.
· Deliver Strategic 24 x 7 Technical Support Services Solutions.
· Total IT Solution under one Roof.





Document Management System – Feature List
The main philosophy of the system is the organization of documents around the concept of "workspaces" (projects). The system is based on the Opengoo framework. Each independent collection of work i.e. project is treated as a unit of organization – workspace, in the system. Employees are then assigned only to projects which they are the part of with appropriate access permissions to whichever areas they should be given access to.

Document Management
· Allows storage and editing of documents in a centralized location
· In-built Word and Power point Presentation integration
· Directly create documents and presentations in the system
· Upload all types of files to the workspace (project)
· Provide access permissions only to team members of that project
· Provides entire edit history for document, including name of user who edited it and the time
· Allows locking/unlocking of documents for edit by employees
· Allows download of documents from any location in the network
· Tags can be added for enabling better search  
· Comments/Notes can be added for each document to enable better communication between 
team members.
· Send automatic notifications to team members if changes take place in the document. This is an optional feature, which may be used only if needed, to keep the team updated about changes in
               the document
· Establish links/relationships between team members and documents
· Allows deleting/restoring of documents for later use


Overview/Dashboard
· Provides a holistic summary of the documents/workspaces the employee is working on, to get an indication of what work he/she is doing currently.
· A list of meetings/events is displayed on the calendar for reference.

Email facility
· Emails can be sent directly from the software. Additionally, documents can be attached to the email from any location on the network.

Calendar
· Keep track of appointments/meetings/events through this module.
· Events are added through an intuitive calendar interface for better usability.
· Attendance status of appointments/meetings can be updated. For e.g. Will attend, Will not attend



Project Management
· Set milestones for a project
· Define tasks and subtasks within milestones for a project
· Assign tasks to team members with High/Normal/Low priority
· Email notifications to team members about assigned tasks
· Filter tasks by various criteria
· View your pending tasks across projects in a graphical format

Notes
· Record notes for individual or multiple team members about the project.
· Can be viewed from any location on the network.

Contacts
· Store your official contact details of clients and companies.
· Import your existing contacts from other applications.

Store Web Links
· Store all reference web page links in the project workspace area for easy reference by all team members

Reports
View all types of reports across all features like
· Documents
· Emails
· Appointments/Meetings
· Project Milestones
· Project Tasks
· Notes
· Contacts

Additional Features
· Compression of documents on the server for better space utilization
· Intuitive Windows-like graphical interface
· Seamless navigation
· Search facility on all screens to facilitate data retrieval
· Easy one-click access to all features
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