
Document management

Information is the most important asset in any 
organisation. Therefore, adhering to appropriate 
document management standards will help 
ensure that the most valuable documents are 
systematically controlled in order to meet 
operational business needs. 

Our solutions
Working with industry leaders Microsoft and 
HP, our document management software allows 
for the fast and secure electronic document 
storage, workflow, archiving and retrieval of 
information.  

Our solution can be tailored to your 
requirements and provides automated 
document archiving modules. This ensures 
that documents can be saved and indexed 
in a central archive including documents 
from various sources including email, fax and 
Microsoft Word.

Driving accuracy into the process, authorised 
users can file, index, track, search and retrieve 
documents. Our agile system also eliminates the 
possibility of losing documentation or misfiled 
papers, helping organisations to minimise their 
exposure to risk.

Outsourced scanning
Our reliable scanning services help organisations 
to simplify core scanning processes whilst 
reducing the chance of error. 

We can scan your documentation on-site or 
using our collections team we can retrieve 
documents from the client’s site and bring them 
back to our secure document scanning centre. 
We only use the latest scanners and scan to 
your preferred format such as PDF, Word, JPEG, 
and TIFF. 

We scan information in all types and sizes, 
in full colour or black and white depending 
on your needs. Once scanned, we can index 
each document by your preferred choice and 
supply the data to you on CD, DVD or USB.  
If the data is confidential we can encrypt the 
information for added security.
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A dependable 
partner in 
document 
management 

Organisations face the challenge of holding information across multiple systems, often in many 
different physical locations. This information can also be held in a wide variety of formats 
including paper and electronic formats with little or no structure in place. 

Document management from Equiniti Group addresses these problems by delivering greater 
control over your documentation with the assurance of traceability and compliance. 

36m
documents 
issued per annum
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“ “Working with industry leaders Microsoft and HP, our document management 
software allows for the fast and secure electronic document storage, 
workflow, archiving and retrieval of information. 

Imaging
Our imaging software solution can scan, 
manipulate, index, annotate, retrieve, and print 
data from any source. It also includes Intelligent 
Optical Character Recognition (OCR) which 
converts scanned images to text without the 
need for mundane and repetitive data entry. 

Document management 
consultancy
From the initial consideration of a 
document management solution through to 
implementation and deployment, our customers 
have confidence in our ability to improve the 
quality and management of their document 
management solution.  

Our consultants can work with you on the 
retention and archival / disposal of existing 
information, and the potential migration to a 
new system.  We also specialise in consultancy 
relating to compliance and legislation such as 
Freedom of Information and Data Protection. 
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Reduces response times for document 
retrieval

Puts users in control of their data

Offers secure, scalable, flexible and 
robust platform 

Puts processes in place to ensure 
consistency and efficiency in document 
management 

Key benefits
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