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Introduction

Details of Product under evaluation

Technical Evaluation Questions and Functional Requirements

The following questions should be asked of a prospective software supplier to ascertain if their proposed solution will meet the needs of your business.

Document Input

	Scanning
	Supplier response
	Evaluation

	1. Do you provide your own scanning solution. If yes –

1.1. Does it support batch scanning.

1.2. Does it support low volume desktop scanning?

1.3. Does it support quality checking of scanned images and re-scanning of bad images.


	
	

	2. Identify what scanner hardware you are able to integrate with and which are recommended


	
	

	3. Please indicate which document formats are supported ie TIFF, PDF, JPEG.


	
	

	4. Does your product support document sizes up to A0 scans?


	
	

	5. Does your product support colour scans?


	
	

	6. Does your system support photocopier based networked scanning devices, such as MFD?


	
	

	7. Does your system support downloaded images from the network?
	
	

	8. Does your system have the ability to monitor network folders for file import automatically?


	
	

	9. What controls are available to schedule file monitoring? Please detail.


	
	

	10. Does your system support File Transfer Protocol (FTP)?


	
	

	11. Explain in detail what integration you provide to scanner systems, in particular describe -

11.1. Ability to interface to a chosen scanner system.

11.2. Ability to receive and handle images received from a scanner system.


	
	

	12. Does your product support both simplex and duplex scanning? 


	
	

	13. Does your product provide automated removal of blank images for mixed batch duplex scanning?


	
	

	14. Does your product support image enhancement tools?


	
	


	Document image processing
	Supplier Response
	Evaluation

	15. Does your product support OCR (Optical Character Recognition)?


	
	

	16. Does your product provide for automatic and manual zoning of OCR text? 


	
	

	17. Does your product support OCR full text?


	
	

	18. What OCR engine(s) are used if not your own?


	
	

	19. Please indicate performance figures for full text indexing in terms of A4 pages per hour or equivalent?


	
	

	20. Does your product support Optical Mark Recognition?


	
	

	21. Does the OMR (Optical Mark Recognition) support any form of handwriting recognition?


	
	

	22. If there is handwriting recognition support what are its practical limitations? 


	
	

	23. Does your product support Barcode reading and indexing?


	
	

	24. What Barcode engine(s) are used if not your own?


	
	

	25. Please indicate which Barcode formats are supported?


	
	

	26. Does your product support the definition of scanned fields such as: Alphanumeric, numeric only or alpha only Date format Bar code?


	
	

	27. Do you support basic image preparation including rotation, speckle removal and de-skewing.


	
	

	28. Do you support bar code and/or text recognition to support automated document identification / filing of incoming documents.


	
	

	29. Does your system enable automatic classification of document types based on their layout and appearance.


	
	

	30. Can your system be used to semi-automate the extraction of data from forms.


	
	

	31. Does your product provide a forms production tool or wizard?


	
	

	32. If there is a forms wizard please outline the functionality?


	
	

	33. Does your system enable automatic capture of images of outbound documents, generated by business applications? 


	
	

	34. Does your system contain a Windows print driver for document capture of outbound business documents?


	
	

	35. What formats are supported via the print driver?

35.1. TIFF

35.2. PDF 

35.3. Other


	
	

	36. How may different format configurations can be stored for active usage using the print driver method?


	
	

	37. What level of indexing can be derived from this capture method?


	
	

	38. Can specific index fields be extracted and populated by this method? If so what configuration tools are available?


	
	

	39. Does your system provide a COLD module?


	
	

	40. What print-spool formats does this module support?


	
	

	41. What image formats ie TIFF, PDF are supported via the COLD module?


	
	

	42. What text formats are supported by this module?


	
	

	43. What level of indexing can be derived from this capture method?


	
	

	44. Can specific index fields be extracted and populated by this method? If so what configuration tools are available?


	
	


	Batch Input
	Supplier Response
	Evaluation

	45. Are you able to support batch loading of legacy document sets if/when required?


	
	

	46. What methods of control are offered to reduce the possibility of documents missed through miss-feeds?


	
	

	47. What method of batch delimitation is used to logically group relevant document together?


	
	

	48. How are the delimiters identified? 


	
	

	49. Are there options to include or exclude delimiters automatically from each document if desired for audit purposes, when placed in the respository?


	
	


	Fax
	Supplier Response
	Evaluation

	50. Do you provide your own fax solution? If yes please supply details.


	
	

	51. Identify what fax systems, provided by 3rd party suppliers; you are able to integrate with.


	
	

	52. Explain in detail what integration you provide to Fax systems, in particular describe;

52.1. Ability to interface to a chosen fax system.

52.2. Ability to receive and handle images received from a fax system.


	
	


Document Indexing

	Question
	Supplier Response
	Evaluation

	53. Does your product provide facilities to hold scanned documents between scanning and indexing? 


	
	

	54. Does your product support multiple index stations into the same repository for scalability purposes?


	
	

	55. What types of database are supported for this temporary storage?


	
	

	56. Does your product provide the facility to add, delete and rearrange scanned images before indexing?


	
	

	57. Does your product provide split screen capability for heads-up data entry from image?


	
	

	58. Is there a zoom facility to identify hard to read information on the image?


	
	

	59. Are these changes permanently stored with the index metadata?


	
	

	60. Does your product provide the facility to interrupt the indexing process leaving the remaining images safely stored until another time?


	
	

	61. Does your product provide the facility to automatically index documents from an existing data source, such as a database?


	
	

	62. Is there any limit on the numbers of indexes that can be provided?


	
	

	63. Is this process (above) able to automatically insert data into specified index field(s) on a document?  


	
	

	64. Does your product provide the facility to modify document indexes before the document is finally stored?


	
	

	65. Does your product have a limit to the number and size of indexes?


	
	

	66. Does your product provide the facility for the value of one index to determine the value(s) of another index?


	
	

	67. Does your product provide manual and automatic facilities to bind together the pages of a document?


	
	

	68. Does your product provide a method to select index from a selection of pre-defined categories?


	
	

	69. Does your product provide context based selection of pre-defined indexes at multiple levels?
	
	

	70. What methods are offered to support the simple management of predefined index fields such as drop downs?


	
	

	71. What method of export is used to transfer index data and images to the repository?


	
	

	72. Can the export be configured to update other systems with indexed content?


	
	

	73. What are the limitations of the export capability in respect of updating third party systems?


	
	


Document Repository 

	Searching and Retrieval
	Supplier Response
	Evaluation

	74. What interfaces are provided as standard to view data and images from the repository?


	
	

	75. Is there a browser interface provided as standard?


	
	

	76. What browser types and versions are supported by this interface?


	
	

	77. What additional customised interfaces are available for other applications?


	
	

	78. Does your system provide facilities to customise the user interfaces?


	
	

	79. Where customisation is possible, does this include:

79.1. Button toolbars

79.2. Foreground/background colouring

79.3. Results layout

79.4. Index order

79.5. User based index presentation

79.6. Direct to image/document options


	
	

	80. What search facilities does your product provide?


	
	

	81. Does your search facility support Boolean operators And, Or, Not and wildcard searches?


	
	

	82. Does your product provide a facility to enter or select keywords from a list when making a search of a particular index?


	
	

	83. Is it possible to perform an index-based search followed by a full-text search only on the entries returned by the index search?


	
	

	84. Does your product provide free format and full text searches?


	
	

	85. What is the response rate using free format search?


	
	

	86. What search tool is used?


	
	

	87. What search criteria can be used for a free format or full text search?


	
	

	88. Does your product provide facilities to customise search dialogs?


	
	

	89. Does your product provide facilities to customise results dialog lists?


	
	

	90. Does your product have any restriction on the content that is searched? 


	
	

	91. Does your product provide facilities for users to add annotations, which are not added to the content of the document, including; 

91.1. Highlighters

91.2. Sticky notes

91.3. Date stamps

91.4. Other


	
	

	92. Does your product provide facilities for users to add notes pages (which are not added to the content of the document)?


	
	

	93. Where there are multiple repositories can these be searched for content simultaneously?


	
	

	94. With a simultaneous search is there any reduction in performance as a consequence?


	
	

	95. What is the search performance of your product for:

95.1. 100,000 documents?

95.2. 1,000,000 documents?

95.3. 10,000,000 documents?


	
	


	Viewing
	Supplier response
	Evaluation

	96. Is the user able to quickly identify particular document types within a search.


	
	

	97. Is the user able to view the document in its native form/application?


	
	

	98. Is the user able to sort the contents of each column of ‘hits’? Such as by date or document type (e.g. agreements, correspondence)


	
	

	99. Is the user able to display documents using standard viewing options including 

99.1. Pan? 

99.2. Rotate? 

99.3. Zoom?


	
	

	100. Is the user able to quickly leaf through documents and their pages?


	
	

	101. Is the user presented with any thumbnail images to aid navigation to the desired image?


	
	

	102. What support is available for users of Terminal Emulation software?


	
	

	103. Does your product support remote users?


	
	

	104. What methods are available to improve remote access for users with low bandwidth, such as 56k modems?


	
	

	105. Can documents be uploaded from all interfaces in their native forms?


	
	

	106. What tools are available to facilitate the movement of a complete record within the repository to provide a local copy?


	
	

	107. Are all print functions available from the repository?


	
	

	108. Are batch print functions possible?


	
	


	Document support
	Supplier Response
	Evaluation

	109. What image and document formats are supported by your product?


	
	

	110. What Windows file types does your product support?


	
	

	111. Are these formats stored in their native form?


	
	

	112. Which of these (above) file types is your product able to display with built-in viewers


	
	

	113. Does your product provide support for all or any Microsoft Office products?


	
	

	114. Are all of these document types stored within the same central repository? 


	
	

	115. Is there any limitation in your system as to the format of documents that can be stored.


	
	

	116. Please provide details of file types that can be stored.


	
	

	117. Does your product provide the facility for users to import Windows documents and store them in native format?


	
	

	118. Does your product provide facilities to save Windows print images with full text indexes?


	
	

	119. Can document properties of MS Office files be utilised to provide automatic indexation?


	
	

	120. What search facilities are available though MS Word or other Office applications?


	
	

	121. Are object links such as Macros left functioning from Office applications in the repository?


	
	


	EMail
	Supplier Response
	Evaluation

	122. Does your product support content from MS Outlook and Exchange?


	
	

	123. What versions are supported?


	
	

	124. Does your product support content from Lotus Notes?


	
	

	125. What versions are supported?


	
	

	126. What other Groupware solutions are supported?


	
	

	127. What method of bulk import is utilised?


	
	

	128. Does this method preserve any folder metadata or hierarchy?


	
	

	129. What methods of PST import are available?


	
	

	130. Is PST output supported?


	
	

	131. Is remote access supported and to what level?


	
	

	132. What methods of mailbox synchronisation or replication are supported?


	
	

	133. Does your product capture and store emails as images and/or native text?


	
	

	134. Can searches be made on from, to and subject fields from the email?


	
	

	135. Does your product support the storage of emails with attachments?


	
	

	136. Does your product support the full text search and retrieval of email and attachments?


	
	

	137. What indications are left within the mailbox (if any) that an item has been moved to the repository?


	
	

	138. How are email attachments supported?


	
	

	139. When an email is stored into your document repository is it also available via the standard email client, such as Outlook?


	
	

	140. Does your product support the creation of an email from your product client interface? 


	
	

	141. Can documents from the repository be selected and attached to the email?


	
	

	142. Can links to the documents from the repository be selected and attached to the email?


	
	

	143. What alternative methods are provided to obtain and forward content from the repository via email?


	
	

	144. Is there a scheduled method to store emails based on rules such as the age or size of the email?


	
	

	145. Can a document search be enabled from any email application?


	
	


	Repository architecture
	Supplier Response
	Evaluation

	146. Does your product have a scalable and robust repository capable of storing at least 1 million pages of documents online.


	
	

	147. What database architecture does your product support?


	
	

	148. Does your solution support distributed environment over a WAN?


	
	

	149. Does your system allow the establishment of additional storage areas if required in the future.


	
	

	150. What limitations are there (if any) on the number of repositories that can be supported.


	
	

	151. What type of storage facility does your product use for the document repository?


	
	

	152. If this is a database is it an open standard database that allows other products and tools to query the data?


	
	

	153. Does your product have a limit to the amount of images and indexes that it can support?


	
	

	154. In what way are the images and index information stored in your repository? 


	
	

	155. Does the solution support named user licences?


	
	

	156. Does the solution support concurrent user licences?


	
	

	157. What impact does the deployment of interfaces have on the use of concurrent licences (if any)?


	
	

	158. What ratio of actual users to concurrent licences, are recommended or achievable?


	
	

	159. Is there a server component to the licencing of your product?


	
	

	160. If there is a server component does this component need to be re-purchased for a multiple server environment?


	
	


Archiving Documents 

	Question
	Supplier Response
	Evaluation

	161. Does your product provide the facility to create and customise archival policies?


	
	

	162. What types of storage media does your product support for off-line and near-line storage retrieval?


	
	

	163. Does your product provide the facility to search for documents that have been migrated to near-line storage, such as jukeboxes?


	
	

	164. Does your product support data caching for retrieval purposes?


	
	

	165. Does your product provide the facility to search for documents that have been migrated to off-line storage?


	
	

	166. What facilities does your product provide for the migration of documents to other devices, such as Jukeboxes?


	
	

	167. Does your system provide for obsolete data automatically being removed from the system? And does the user or system administrator specify this?


	
	

	168. Is your product capable of identifying documents to be destroyed or moved offline based on defined retention rules.  


	
	

	169. Relocating such documents and associated index data to ‘offline’ storage devices and allow the re-location of documents onto different storage media.


	
	

	170. Is your product capable of supporting the BSI PD 5000 Code of Practice for Legal Admissibility, where this is required, for storage purposes?


	
	

	171. Is your product accredited to any other standards? If so, please detail?
	
	

	172. Can the system be configured to provide Hierarchical Storage Management?
	
	

	173. What Disaster Recovery provision is recommended for the solution?
	
	

	174. Does this DR strategy include failover support?
	
	


Document Security

	Question
	Supplier Response
	Evaluation

	175. What general security features does your product provide?


	
	

	176. Does your security include the definition of user groups?


	
	

	177. Does your security include the definition of individual users?


	
	

	178. Does your product provide user ID codes with individual passwords?


	
	

	179. Can user and group permissions be linked to the equivalent Windows permissions?


	
	

	180. Does your product provide a facility to track access to documents in the repository and maintain history logs?


	
	

	181. Does your system provide the means to set access rights at a document or folder level?


	
	

	182. Does your product provide the facility to control access to individual documents? 

 
	
	

	183. Are user interactions logged by user name in a revision-proofed manner?


	
	

	184. Does your product provide support for version control of documents?


	
	

	185. Is the version control visible to the user?


	
	

	186. Is the most recent version always presented as the first search result?


	
	

	187. Can the version number be incorporated within any search function?


	
	

	188. Does your system provide a full audit trail of all system and document usage?


	
	

	189. Can functionality be conferred or denied by user and group as required?


	
	

	190. Can deletion rights be controlled by user and group?


	
	

	191. Can read-only capability be provided through user and group access?


	
	

	192. Can the stored documents be accessed individually via a Windows Explorer?


	
	

	193. Does your product provide the facilities required to ensure compliance with recommendations in BSI Codes of Practice relating to admissibility of electronic documents?


	
	


Work Flow

	Question
	Supplier Response
	Evaluation

	194. Does your product provide the facility to route documents? 


	
	

	195. What additional interfaces are available through the workflow/routing solution?


	
	

	196. Does your product support workflow?


	
	

	197. What database types are supported by your workflow solution?


	
	

	198. What Operating Systems are supported with your workflow solution?


	
	

	199. What security technology does your product support to prevent unauthorised access?


	
	

	200. Does your product provide facilities to enable basic management of work queues, covering initial sorting and filing of documents. 


	
	

	201. Can workflows be incepted from the scanning interface?


	
	

	202. Can the workflows be incepted from the print driver or COLD modules?


	
	

	203. Can workflows support both serial and parallel routing?


	
	

	204. Does it provide a GUI based workflow builder?


	
	

	205. Does the workflow support rules-based routing around the meta-data being used?


	
	

	206. Can the workflow be configured via user exits to update third party systems?


	
	

	207. Is the workflow compliant with standard email solutions to provide change notification?


	
	

	208. Can documents in the workflow be locked out to prevent incidences of multiple versions?


	
	

	209. Does the workflow support authorisation scenarios?


	
	

	210. Does the workflow allow the support of user hierarchies and groups?


	
	

	211. Are all actions and tasks recorded within an audit trail?


	
	

	212. Can users be limited to read-only interaction?


	
	

	213. Can user rights for read-write access be controlled centrally via an administration console?


	
	

	214. Can intermediate users link to external databases for additional index data?


	
	

	215. Is the audit trail or history visible to other users in the workflow?


	
	

	216. Are user interactions logged by user name in a revision proofed manner?


	
	

	217. Are all changes and notifications stored within the audit trail whilst the workflow is progressing?


	
	

	218. Is the workflow component fully integrated with the repository architecture for secure archiving?


	
	

	219. Is the audit trail archived with the documents at the end of a process?


	
	

	220. Does your solution provide an application programming interface (API)?


	
	

	221. Is the API supplied with any demonstration code?


	
	

	222. What other functionality does your workflow offer?


	
	


System Administration

	Question
	Supplier Response
	Evaluation

	223. Does your system offer a comprehensive range of facilities to allow simple and efficient ongoing operation and support, covering 

223.1. Access Control (defining system and document security and access rights)

223.2. User Management (defining user profiles and their roles and rights within the system)

223.3. Storage Management (controlling the physical storage locations of documents including system backup and recovery).


	
	

	224. Does your system provide interactive facilities for making minor modifications to the user interface at a user preference level. (e.g. Menu and toolbar configuration)
	
	

	225. Does your system provide administrator facilities for creating new storage areas for new sets of documents and for defining document profiles. 


	
	

	226. Is there a facility for the creation of new indexes by the system administrator after the solution is in production?

226.1. What are the implications?


	
	

	227. Is there a facility for the modification of existing indexes by the system administrator after the system is in production? 

227.1. What are the implications?


	
	

	228. Does your product support document deletion by System Administrator?


	
	

	229. When deleted is the information recorded and can the document be recalled?


	
	

	230. Can the use of licences be monitored via the administration console?


	
	


	Back-up
	Supplier Response
	Evaluation

	231. What facilities does your product provide for backup devices?


	
	

	232. What do you recommend as the preferred storage medium for long-term storage of data and method of data transfer to new media


	
	

	233. What is your recommended solution for backup and recovery of your system?


	
	

	234. Please state the recommended back-up media?


	
	

	235. What is your recommended solution or approach for disaster avoidance and recovery of your system?


	
	

	236. Are the repositories complete with respect to storing both images and meta-data for the back-up and recovery from storage media?
	
	

	237. Can the solution be configured to mirror the data?
	
	


	Reports
	Supplier Response
	Evaluation

	238. Facilities for defining and generating reports from the system’s database.


	
	

	239. Are the reports able to demonstrate compliance with BSI PD0008, regarding audit compliance?
	
	

	240. What standard management reports are supplied with the system.


	
	

	241. What software is provided to produce new reports. 


	
	

	242. Does the system provide wizards or a report library that can be copied or modified.


	
	

	243. Can reports be previewed on screens prior to printing.


	
	

	244. Can reports be written to a file for later printing, or for archiving.


	
	

	245. Does re-running a report overwrite the previous one, or can they be saved with separate identities.


	
	

	246. Can simple reports be generated from the system containing a summary of all the data stored?


	
	

	247. Can the report format be exported in a standard format for re-importation into other third party reporting tools?
	
	


Equipment & Installation 

	Installation
	Supplier Response
	Evaluation

	248. Provide details on your typical project management methodology for implementing a system


	
	

	249. As the solution supplier what services would you provide for the following;

249.1. Business Analysis

249.2. Installation

249.3. Configuration & Customisation?


	
	

	250. Confirm that your vendor obligations would cover the following

250.1. Development of project controls

250.2. Development of all necessary system configuration, acceptance test and other specifications

250.3. The configuration of the system in accordance with agreed specifications.

250.4. Installation of all supplied hardware and software

250.5. Loading of any identified legacy document and index data

250.6. Execution of agreed acceptance tests

250.7. All necessary on‑site and off-site support throughout the implementation including during the deployment of the system across the user population.


	
	

	251. Please provide outline timescales for the installation and configuration of your base product, additional modules and client software.

 
	
	


	Equipment
	Supplier Response
	Evaluation

	252. What network infastructures does your product support?


	
	

	253. Does your system solution require a minimum sized VDU / other user interface to operate successfully.


	
	


Training

	Question
	Supplier Response
	Evaluation

	254. What would you recommend as typical training requirements for a Search and Retrieval user?


	
	

	255. Will training include the use and maintenance of the scanners?


	
	

	256. What would you recommend as the typical training requirements for a scanning and indexing user?


	
	

	257. What would you recommend as the typical training requirements for an Administrator?


	
	

	258. Will training include the maintenance of the server database and the archiving of images?


	
	

	259. What level of skill and effort is typically required to manage the document management system once installed?


	
	


Support

	Question
	Supplier Response
	Evaluation

	260. What after sales support is provided, for example Helpdesk?


	
	

	261. Please provide details of the level of support provided by the Maintenance Agreement


	
	

	262. What hours are your helpdesk available?


	
	

	263. Please provide details of your first line support, response times and level of problem resolution.


	
	

	264. Please provide details of your second line support, response times and level of problem resolution.


	
	

	265. Please provide details of your third level support, response times and level of problem resolution.


	
	


Integration

	Question
	Supplier Response
	Evaluation

	266. Does your product provide an API and is this separate product?


	
	

	267. Does your product provide facilities to import and export documents as images with index information? 


	
	

	268. Does your product offer suitable programming interfaces that would allow key user functionality to be ‘called’ from other applications? (For example:

To be able to link document records with records in the business application by sharing of common keys. Provide a means of triggering actions in other systems as a result of document events such as the arrival of a customer communication.)


	
	

	269. Does your API support the use of XML to enable calls into/from the repository?
	
	

	270. Identify what desktop environments you are able to interface with.


	
	

	271. Explain how your solution integrates with the standard Windows desktop.


	
	

	272. Explain in detail what integration if any you provide to Lotus Notes.


	
	


General Product

	Question
	Supplier Response
	Evaluation

	273. Does your system hold a Certificate of Compliance for BSI-DISC PD0008:1999 (BSI-DISC Code of Practice for Legal Admissibility and Evidential Weight of Information Stored Electronically).


	
	

	274. What experience do you have in assisting in the development and implementation of policies and procedures governing the retention of records?


	
	

	275. What experience do you have in assisting in the implementation of new operational procedures to accompany introduction of a Document Management System into a business area?


	
	

	276. As a supplier do you have a proven record in the supply of document scanning solutions? 

276.1. Please supply a list of UK users.


	
	

	277. Is your system under continued development with facilities for updating systems in use?

 
	
	

	278. Does your system ensure that all document images are stored without loss of information?


	
	

	279. Does your product support both WEB Browser and Windows platforms? 


	
	

	280. Does your product provide consistent performance as the document store grows?


	
	

	281. Is your product scalable - providing an upgrade path capable of supporting future increases in users and volumes?


	
	

	282. Would these increases (above) require any additional products or upgrades?


	
	

	283. How would you recommend sizing future hardware requirements for your product?
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