


Document Management & Scanning Services
All that you need to go digital!

The world is mobile—paper isn't. We provide a variety of services to help you or your business make the shift from managing paper to
managing digital information.

Document Management

M-Files® is a powerful, metadata-powered enterprise content management
(ECM) and document management solution that solves the problems of
managing, finding, and tracking information in companies of all sizes.Unlike
other solutions, M-Files focuses on knowing what the document is, rather than
where it is filed, making access in the right context a breeze. Tight integration
with Windows, powerful workflow automation, and native mobile applications
makes getting a return on investment happen very quickly.

Document Scanning

Converting paper documents into digital images saves time, saves space,
eliminates misfiling, facilitates collaboration, improves security, mitigates
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Our document scanning services are about a lot more than just scanning! The additional services we provide include:

Providing boxes and packing the files into the boxes Indexing for import into document management or ERP systems
Secure transportation Returning the documents to original condition (files, binders, etc.)
Ad-hoc document retrieval during the project after scanning

Optical Character Recognition (OCR) to make the documents Secure document destruction and provide you with a destruction
text searchable certificate

Professional Services
Supporting our Clients with
IT Services

In order to provide the most effective solutions, Consentia maintains a
professional services team with expertise in IT infrastructure, data management,
software development, and document management systems.

Data encryption
Their expertise allows us to improve the efficiency and quality of projects with
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technical innovations. We provide that expertise as part of projects, or as a

4 stand-alone offer, to design, install, configure and support technology to solve
| our clients’ problems.

Data Entry and Audio Transcription

We can help you convert data into useful information. We'll take your We transcribe from a variety of sources, including digital
documents and enter your data into our own database, or directly into recordings, video and cassettes.
external systems. We work with surveys, reports, forms, and invoices to Our specialists will transcribe to best suit your needs, whether
let our clients focus on high value activities for their enterprise rather verbatim, in abbreviated language or with grammar corrected.
than the task of data entry. At Consentia we: Rental disputes
General & special meetings (AGMs
Can provide a variety of output formats ® Can transfer digital information using for condo boards, non-profits, etc.)
to meet your needs our secure FTP site Research & focus group interviews
Reduce the need for physical storage of © Can automate some data entry tasks so Business meetings
information the data is pulled from the page and put Conference calls
Do all our work in Canada in a secure into the database automatically. Author dictation
facility so your data is safe Lectures




