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Electronic Post Room

Process

Overnight update of
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FileTrail prints barcode
separator sheet - crucial step

As FileTrail is web-based, client
sees all stages in process
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Barcode showing claimant ID and :
document type created in :
FileTrail integrates with Civica
Workflow so that correct
Document types are routed to ,
the appropriate member of staff |
and appear in their electronic i

A

Post arrives 0800 hrs, documents taken ._.. New applications given
FileTrail by Civica software =— to secure Processing Room for sorting |

priority
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Search for claimant then identify Document type from
list of up to 100 types on FileTrail DB sheet - crucial step
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Documents prepared for
scanning - normal process
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Quality check of EVERY imageé
Re-scan if necessary
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Images and indexes placed on . Original documents returned |
Cave Tab FTP server by 4pm so that = by Royal Mail Special Delivery :
the client can transfer via secure VPN | =
link :
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Original documents are securely stored for 4 weeks
and thereafter cross-cut shredded on site to ensure

in-tray for action the next
morning

Cave Tab Ltd
Tel: 01604 798500, Fax: 01604 798505
info@cavetab.co.uk, www.cavetab.co.uk

1 Sovereign Court, Round Spinney, Northampton, NN3 8RH

» secure destruction, destruction certificate produced.
Waste sent for re-cycling

- PP A T
E AR AR

W.&-'mw.
L T T

(@) v =

X Y. 1SO %01

” HEGISTERED FIRM

®)

(



