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Contract Management with RecFind 6

A perfect partnership
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What is a contract management system?

Contracts are legal documents of vital importance to your organization. They define buss®e
and legal relationships between your organization and other organizations. These relationships
are usually enforceable and non compliance can result in a significant financial Iceasd/or
unwelcome legal action

Contract management is all about managingaper, electronic documents and processes or
OxIl OEA&ZI T x068
That is, as well as managing the actual contracts we also need to manage all the work involved

in, for example, creating the contracts, approving the contracts and renewing the contracts.

We need toensure that we can find any contract instantly and we need to ensure that we are
dealing with the correct version of the contract; ideally, the same version the other party is
working on.

We also need to ensure that we capture all transactional informatiorelating to the contract
and that we link it to the correct contract. For example, amendments, meeting notes, emails,
faxes, etc.

A good contracts management system provides instant, accurate access to all of the information
required. It also provides the ability to run standard reports or create ad hoc reports as and
when required. A good contracts management system also automates as many procesgeg.,
workflow) AO BT OOEAIT A O AT OE OOOAT AAOAEUAS AT A ODPA
Typical key features of any commact management system are:
1. Creation/templates/standards
Negotiation management
Approval/endorsement
Analysis
Searching
Reporting
Security/User Access

Key date and renewal tracking and notification

© © N o g~ WD

Lifecycle management

RecFind 6 has all of the functiondély required by a fully featured contract management system.
It also has all of the functionality required to enable you to configure it to your exact and precise
contract management needs; there is no need for compromise.

This short paper will illustrate how RecFind 6 can be easily and quickly configured to be a
complete contract management system.
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Types of contracts z is there a difference?

For our purposes there are just two types of contracts; those we produce internally and those
that are produced by ahird party.

Those that we produce internally we should be capturing and managing as electronic
documents, e.g., in Word or PDF format. We will also probably want to manage the final paper
OAOOET 1T AOPAAEAI T U EZAZ EO EO OEA OOECI AAS Al BU:

Contracts producedby a third party may come to us either as just paper or as both paper and
electronic. Just as with the contracts we produce, we will also want to manage both the
electronic and paper versions.

Contracts coming to us from a third party may arrive by courierin the mail, by fax or as
attachments to an email. Regardless of what format it is in or how it arrives, we need tapture
it as soon as it arrives and we need to be aware if it is an original, a copy or a new version.

It is obvious from the above thatwe require the same functionality in our contract management
system for both internally and externally produced contracts. That is, we need to captub®th
and we need to be able to manage both electronic and paper forsd always be aware of the

I ACBAKOOOBDI T 68

Capturing Contracts

Paper

The preferred method is to create the required Metadata (e.g., a contract fireRecFind § then,
using the automated RecFind 6 scan processcanthe paper to create a TIFF filEOCR the TIFF

file to extract searchabletext and then encapsulate both the TIFF image and the extracted text
into a standard, text searchable PDF document that can be saved in RecFind 6 and linked to the
contract file.

The electronic contract filein RecFind 6will be a facsimile of the physichcontract file (usually a
cardboard container) and we will use it to record changes to the physical file and track
movements of the physical file. Ideally, the physical contracts file will have a file number and
barcode number and these same numbers widllso be used to identify the electronic contact file.

Email attachment

We should capture the email and attachment and attach both to the contract file. We may just )
Al OEEO xEOE OEA Al AAOCOITEA AT AOI AT OO 1T Go xA 1 4
attach these copies to the physical contract file.

Whether or not you choose to manage the paper this way or are required to manage the paper

this way, will depend upon the standards, practices and proceduresf your office.Some offices
wilwanttoaAEEAOA A -l OBEEBRARG] OV OAT AT A xEI 1T 1 AT ACA
311 A 1T E££EAAO xEI 1 EADACBAARBRADG OAADT OEIAT OIODE A O/
both paper and electronic documentsd EA AET EAA EO Ul OO0 GtekydlnBw 2 AA &
to run your business, we just provide all the tools and functionality and choices you need to run

your business.
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Fax

If all we have is a paper fax we should treat it exactly the same way we treat a paper document.
That is; scan, OCR and comvt to PDFbefore attaching it to the contract file

If we receive Faxes as electronic documents (usually in the form of a PDF) we should capture
them and attach them to the contract filelf we have a multifunction device we use to send and
receive faxeswe should be able to automate the capture using RecFind 6.

As with email attachments, you may also choose to print the fax and also store it as a paper
document in the physical file.

What Information?
Information in computer systems can be in many forms.IFO I 6O BOODPI OAO 1 A06 0
OEA O>f'l' I AEI xAUO 1 £ OOI OET ¢ EI £ Oi ACETT N AO {
information g or electronic documents (e.g., emails, Word and Excel documents, P[&f).

-AOAAAOA EO OOI OAEBxantplswoullhd&i OAO06 AO Z£EAI AOS
Contract number

Contract date

Contract renewal date

Contract type

Contractor business namés)

Contractor(s) addresges)

Contractor contacts

Contract value

Payment schedule

Extension period

Links to all captured electronic documents

Links to all workflows

=A =4 =4 =4 4 -4 4 4 -4 4 -4 -4 -

Security code
1 Etc

So our electronic contract file will contain all the Metadata contained within the physical
contract file plus more to allow us to managall ongoing transactional information.

The fields yourequire can be easily configred within the RecFind 6 DRM as can the captions,
data types,default values, order, etc. There are no restrictions on the number type of fields
you may addto meet your precise requiremerts for contact management Metadata
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In the following exanple | have used th MetadataProfile table in RecFind 6to configure
our contract file.

| am using the%T EDOC table to store all electronic documents and | am using the
1 EE search function to seach for information ;

@ the reporting function to design ard run reports;

1 r"—c"ﬁ-the checkin and& checkout functions to capture and update contracts;

1 é} the workflow function to automatically manage all the work (business processes)
required to manage contracts;

organization; and

R

1 = the audit trail function to track and record every change to my contracts.

RecFind 6 has all the fully integrated functionality you need to manage contracts; this includes
electronic document management, scanningvorkflow, reporting, searching, security and audit

trail.
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*The following actions need to be done in the order shown.

Within the RecFind 6DRM

4EA $2- EO OEA 2AA&ET A AdNdbE fo BoOral@deR.it@aged tdT | 1 N

perform all maintenance on RecFind 6 as well as to make any changes to RecFind 6 including
modifying applications and adding new applications.

Importantly, most maintenance can be carried out while users are still corected.

**The following example show s just the main steps in configuring a contract management
system in RecFind 6 this document is a white paper, it is not meant to be a detailed user
manual or substitute for a training course

DRM [RecFind 6]
Select a task to complete

What task would you like to perform?

Configure Tables and Fields ‘f@ Backup The Database

g Configure Link Tables Re-Index The Database

@ Configure Security Codes & Synchronize with Active Directory
7:/? Configure Security Groups % Change Configuration Settings

% Configure Users =1l Change Calendar Settings
@ Configure Error Messages % Configure Audit Trail Settings
‘? Configure Warning Messages @ Manage Licenses

% Configure Triggers Configure ToolBar

\? Configure Filters
Configure Scheduled Tasks

éﬂ Configure Language Settings

@ Configure MetadataProfile Type Associations

?; Configure Auto Numbers

@ Configure Proc

}riﬁ"j @ 0 Active users

|Logout || Close I

Add a security code z contracts

Select Configure Security Codes
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Security Name:  Contracts|

Add a security Group 7 Legal
Select Configure Security Groups

| Edit Security Group

Security Group:

Security Code: [Basnc

Nominated Security: [Basic

Tables, Fields, and Methods | Application Methods | Security Oodec|

‘ Table
AccessRightField
AccessRightMethod
Activity
ApplicationMethod
AuditTrail
AutoNumberFormat
AutoNumberFormatMultiplesS...
Background

Benefit

BoxType

Button

Campaign

Caption

Citizenship

City

CloseType

~Adas

ﬁﬂﬁﬂﬁﬂﬁﬂﬁﬂﬁﬂﬁﬂﬂﬂﬂg

Configur e the contract file (i.e., configureanew OOUDA S Al OEA
MetadataProfile table)

Select Configure Tables and Fields

Then select Types
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Configure Tables

ClassName
MetadataProfile System Essential
Method System Locked
MethodOfPayment Application
Movement System Essential
Notes Application

Andadd UT 6O 1T Ax OUDPA O#1 1 OOAAOGS &£ O OEA - AGAAABOAOC

Configure Types

Configure Types

=1 ) MetadataProfile
ExternallD

Alternative Dispute Resolution

Archive Box Profile

Asset
Contract

Document Profile
File Folder Profile
Foreign File

Type: Contract

| Contracts -f

This new Type will allow us to configure a different view of the MetadataProfile table. We will
configure it to meet the exact requirements of our contract management application with all of
the fields we require.

Note that we could also have created a brand new table for this application. However, the
MetadataProfile table was specifically designed to hold and process Metadata of any kind so it is

the best choice in most casess most of the fields links and processes you will require have

already been configuredAlso,i [ 1 00 AAOAOh UI O xEiI1 EOOO AA O
invisible) for your contract view, not adding new fields

#1171 ZFECOOA OEA 1T Ax OOEAxG8 | ofrnéniecAntractd OA A A (
file

Select Configure fields

il Configure Table Schema

Configure Tables

TableName

- - ClassName
MetadataProfile System Essential
Method System Locked
MethodOfPayment Application
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Select the Contract type then configure the fields you requirfer that type (contract).

Configure Fields

~| Configure Fields

oo = |7 MetadataProfile d{e:[(}omact\ v]i‘VlsibleOﬂy e % [
‘Name- .

Capfion DataType Essential Locked
’ TypelD Int ’Yes | No
ExternallD ExternallD
PartNumber PartNumber Int Yes No
Barcode# Barcode NVarChar Yes No
¥ SecurityCode SecuritylD Int Yes No
-~ Referral From Referral_From Int No No
Total Time Hours Total_Time Decimal No No
# LinkedDocuments MetadataProfile ParentMetadataPr...
yT 100 AgAi bl Ah OE Awemavk jast confidured(eBsentialyaAliffedentO O U D A

view of the MetadagaProfile table) looks as follows:

In the DRM:
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A~ MetadataProfile l Type: |Contract

o

I Caption

Contract_Number
PartNumber
Barcode#
Organization

Contact_Person

CurrentLocation

Description

Review_Date
CurrentStatus
Department/Division

Contract_Manager

Notes

WorkFlows

Linked Electronic Documents
Linked Contracts
SecurityCode

Requests

Movements
RetentionCode1
HomeLocation
CreatedDate

ClosedDate
ActiveUntilDueDate
ActiveUntilActualDate
ArchiveDestroyDueDate
ArchiveDestroyActualDate
-~ Archive_Box_Number

I % [k [k e [ % R [

And the same thingbut in the RecFind 6 clientfollowing; this is what the enduser sees.
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"]
Type E‘ Contract
I

*Contract_Number

PartNumber 1

*Barcode# é(éequence)

Organization @ E‘ [
Contact_Person @ 5 [

CurrentlLocation
Description +
Review_Date @ [

CurrentStatus @ B, [active
Department/Division @ B, [

Contract_Manager %

Notes :*

WorkFlows Si

Linked Electronic Documents 3t

Linked Contracts s
*SecurityCode @ [, [vic Poiice
Requests %

Movements [%
RetentionCode1 @ B,
— PL
CreatedDate | 14 Aer 2010 03:03:20 M
ClosedDate @ |
ActiveUntiDueDate @
ActiveUntilActualDate @ O
ArchiveDestroyDueDate @
ArchiveDestroyActualDate = ]
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Add the new Contract Management application to the RecFind 6 toolbar

**This makes it easier for your users to a ccess and use the new contract management
application.

Select ConfigureloolBar in the DRM
Configure ToolBar

We first add our new contract management application to the Maintenance menu.

When you click OK the DRM will ask if you also want to specify a hotkidgr your advanced
users who prefer to use keyboard shortcuts in lieu of the mouse), sbelow:
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