
Electronic Document Management Requirements for The 

West Jackson County Utility District
The West Jackson County Utility District is requesting bids for an electronic document management (EDM) solution. Solutions Partner must be able to provide a complete solution and adhere fully to the attached specifications to be considered.  
Bids shall be received by 10:00 a.m. December 1, 2015                                  
Vendor Capabilities
· Vendor must be able to sell and support all solution hardware components without the use of 3rd party sub contractors
· Vendor must have a minimum of 3 or more certified technicians on staff.
· Vendor must provide a guaranteed response time of 4 or less hours in their Service Level Agreement
· Vendor must be able to provide, if requested, services for the conversion of legacy media to digital format and its upload to the archival solution

EDM Solution

System

· Solution must be certified to run on Microsoft SQL Server 2008/2012
· Solution must be certified to run on Windows 2008/2012 Server
· Solution must support Windows Vista and Windows 7, 8 & 10 clients

· Solution must support 32 bit & 64 bit hardware and operating systems

· Must store images in their native file format – no custom file wrappers or proprietary formats
· Solution must be storage independent allowing images to be stored anywhere on the network or to NAS, SAN or near line storage

· Solution should be able to integrate with other ODBC applications
· Solution must provide a bulk XML import mechanism
· Solution must provide bulk export capability including native file format and either ASCI or XML with pointer.

· Solution must provide full client functionality when used over a WAN or VPN connection

· Solution must provide ability to create multiple databases that are securable

Interface

· Solution must be provide an easy to use graphical user interface for creating archives and index formats
· Solution must provide a library of commonly used fields for creating and maintaining the indexing structure.
· Solution must provide ability to create type ahead, user alterable pick lists as well as unalterable drop down lists

· Solution must be able to provide multiple viewing capabilities including full page and full width
· Solution must be able to zoom in and out on an image
· Solution must provide ability to zoom in on a selected area of an image
· Solution must provide optional thumbnail viewing
· Solution must provide ability to view images with or without their associated index data.
· Solution must include annotation tools including sticky note, highlighting and redaction capabilities
· Solution must support the ability to cut and paste pages from one document to another
· Solution must provide drag and drop capabilities from external sources (i.e desktop, MS Office Suite)
· Solution must support the ability to drag from one archive to another.
· Solution must support drag and drop page re-ordering
· Solution must support system generated fields such as date entered, entered by and page count
· Solution must be able to open multiple documents at one time and allow simultaneous viewing across multiple screens

· Results screens should sort by clicking the column as well as reorder by dragging columns
Capturing Documents

· System should allow for capture from any major scanning product including, Canon, Kodak, Fujitsu, Xerox, Brother, Sharp and Ricoh.

· System must allow for the use of multi-functional products (MFP) for image capture including products by Sharp, Ricoh, Canon, Xerox, HP, Brother and Toshiba.

· Solution should provide ability to automate image enhancement of files including de-skew, de-speckle and dot speckle removal.

· System must provide blank page deletion for documents scanned in duplex mode

· Batch Scanned documents must be able to be automatically separated through either blank page or bar code separation.

· System must allow for the automated deletion of bar coded cover pages utilized during the capture process.

· System must be able to read and index bar coded documents automatically.

· Documents must be able to be rotated in 90 degree increments during capture process

· System must provide OCR assisted data entry

· System should provide an internal data validation lookup capability to assist with data entry

· System should support color drop out, converting grayscale images to b&w to reduce file size of MFP scanned images

· System should support ability to Merge documents into a single PDF file

Searching for Documents

· Solution must provide users with an easy to use interface to create stored document searches
· Solution must provide Boolean logic for search creation (equals, contains, greater than or equal to, etc)
· Solution must provide ability to do wildcard searches
· Search results must be able to be sorted on the fly
· Columns containing search date must be able to be re-ordered through drag and drop functionality
· Search based on keywords, content searching

· Solution must provide an image enabling interface for line of business integration

Security

· Solution must be active directory integrated 
· Solution must not maintain its own set of users and groups

· Solution must be able to protect ability to restrict the viewing of documents by users or user groups
· Solution must be able to restrict the ability to edit or delete or add documents to the archives.
· Solution must provide both private and public access areas to documents “parked” prior to their archival.
· Administrative functions including security, document type and in box creation must be securable

· Users must not be able to circumvent the application  and access image file archives from the network 
· Solution must provide feature access permissions to lock down delete, print, email, export, launch, etc

· System must have a document history/audit trail feature to track actions done in the system

Distribution

· Solution must be able to print documents by single page, page range or current page.
· Solution must be able to size the image to page when printing
· Solution must be able to support printing and scaling of a selected image area.
· Solution must be able to render documents to PDF and attach to Outlook from a single email command.

· Emailed documents must be defined as to whether to include annotations.

· Emailed documents must be rendered to PDF without requiring third party print drivers or Adobe software.
· Solution should provide ability to email a document using a metadata field value

· Solution must be able to send variable emails when a document is entered into the system without the need for workflow

· Solution must have ability to perform conditional based notification and routing

· Solution must have ability to perform approval routing of document
Scalability
· Solution must be able to scale up to 5 concurrent users at minimum.

· Solution must offer fully integrated image capture solution including options for Optical Character Recognition and Bar Code Recognition. 

· Solution must be able to utilize multifunctional devices as an entry point for image capture.

Training

· Solutions Partner must specify the amount of onsite training time included in your proposal.

· Solutions Partner shall include detailed pre-installation instructions in advance of delivery.  

Training of administrative staff 

o
Setup of new archive

o
Modify existing archives

o
Add, modify and delete fields

o
Field data types

o
Pick lists

o
Security and feature access permissions

o
Creating searches

o
Image processing

o
Create bar code templates

o
Batch page separation

Basic end-user training

o
How to capture

o
SmartCapture

o
Drag n’ drop

o
Import

•
How to index

o
Using data XChange

o
Key Free Indexing

o
How to edit

o
Inserting pages

o
Annotations

o
Changing metadata

•
How to output

o
Export docs

o
Export data to Excel

o
Print

o
Print selection

o
Email

· The install line doesn’t include any detail.  Please provide a fuller explanation (i.e. Project management, Needs discovery, Design, implementation, DDI integration, SharePoint integration, etc.)

Project Timeline

Submit an estimated amount of time spent on each Project Phase and be able to give a timeline from Preparation to Installation to Operation
· Applications & Hardware Setup
· Process Design
· System Implementation
· Administrative Training
· End User Training
· System Go Live
· Project Management & System Documentation
Evaluation of Bids:
Proposals will be evaluated and scored by lowest price and best proposal utilizing a scoring system as follows: 

· Vendor Capabilities & Technical Support

30%
· Product Capability




30%
· Training





20%
· Pricing including annual maintenance

20%
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