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System

A simplified approach to
hassle-free document
management
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In today'’s fast-paced and increasingly remote-
oriented world, the need for efficient document
management has never been more important.
For businesses, access to documents when and
where needed isn't just a matter of compliance;
it's vital to avoid legal consequences. Without a
dedicated system, managing documents
efficiently can be a daunting task.

That's where QualityPro’s Quality Management
System comes in. This comprehensive document
management software, hosted in the cloud,
covers the entire document lifecycle. It excels in
creating, controlling, managing, organizing,
tracking, and searching for documents with
exceptional efficiency.

What makes this document management system
even more powerful is its seamless integration
with QualityPro’s other Quality Management
Functions such as risk management, audit
management, complaint, training, change, non-
conformance (NC) and corrective and
preventive action (CAPA), among others.
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This integration in a controlled environment
places your quality management system at
the heart of your business. It ensures that all
your policies, processes, and procedures are
not only readily accessible but also adhered
with by all team members, promoting
enhanced collaboration, security, and
productivity.

With QualityPro’s Document Management
Software made this accessible, your

organization can meet compliance
requirements and ensure your audits are
faster and smoother. This harmonious
collaboration, bolstered by robust security
features, is essential for businesses looking to
thrive in a world where remote work and
efficient document access are non-
negotiable.
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~—; Salient Features

Document Versioning = Create new documents
or revise the existing ones; create new versions
of documents while preserving the previous
ones for future references.

Document Categorization - Categorize the
documents based on file type, data type, and
priority level.

Activity Log - Track documents at every stage
with statuses as Draft, Pending, Obsolete,
Active, etc., and stay updated on when a
document is added, checked out, checked in,
deleted, sent for approval, released, or viewed.

Efficient Indexing - Easily index and search
documents by applying relevant metatags and
metadata, allowing for efficient retrieval from
the document library using different search
terms and applicable tags.
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Customize pre-
defined folders to your requirements,
including assigning individual access
rights.

Enforce document
access controls via passwords to ensure
role-based access rights, so that only
authorized individuals can access the
documents.

Use the check-
in/check-out system to capture changes,
and facilitate smart collaboration while
preventing overwriting.

Implement approval
workflow for critical and important
documents before making them an
officially released version. At any point in
time, approve, cancel, and reject the
document before release.

Set up alerts and
notifications for release, expiry, review,
update, or approval of documents.

Enjoy easy implementation of
Standard Operating Procedures (SOPs)
for standardization of processes and
attach supporting documents.
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=, Essential Benefits 31 About Tecwork

v This DMS software establishes a TecWork Global Business Solutions is a
systematized platform for managing startup, where cutting-edge technology
business critical documents. converges with business excellence. We

are dedicated to empowering businesses

through innovative solutions that
specialize in and seamlessly align with

v" It helps ensure a high degree of accuracy diverse business objectives like Quality
and compliance in your documents. Management Software, Fleet Management

Software, Field Force Management

Software, Human Resource Management

Software, etc.

v" It increases productivity and reduces
operational time.

v This DMS system ensures that only the
users with permission can access
documents—maximizing security.

v It eliminates the possibility of human error. Our mission is to elevate operational
efficiency, ensure compliance, and drive
success across a spectrum of industries.
With a passion to innovate, commitment to
v It ensures no document is lost and is excellence, and a hunger for technological

accessible to anyone, at any time. advancement, we are your strategic
partner in excelling in the modern business
landscape. Join us on the journey to
optimize, streamline, and transform your
business processes with our state-of-the-
art tools.

v It helps perform audit. more easily and
efficiently.
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