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In this example we’re locating the files using a Last Name | First Name | Student ID. Notice 
how the data (File Name) is configured. This is done so that you can easily configure your files 
for ingestion into a 3rd party database. 

Using a standard Microsoft search of the folder you can search on just one part of the name…

Pro’s / Con’s

No investment

Glitchy text search

No cross search

Can’t manage users

No audit trails

No versioning

No eSignature

No eForms

No annotations

OPTION 1: Save to a network drive.
A great option for inactive files
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OPTION 2: Utilize ImageFreeway
A full suite of tools to more effectively manage ACTIVE AND INACTIVE documents. 

Track and sort on multiple data fields

Manage user rightsEnsure index fields are completed 
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Manage multiple departments and projects

eForm and eSignature Tools

Easily add documents….
• Drag and drop
• Scan
• Print
• Capture from a network folder
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Versioning

AnnotationsAudit Trails

Document Retention
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Forms Builder
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