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Electronic Document Management
for Municipalities

In Alignment with National Archive
Requirements and POPIA

InzaloEDMS offers an electronic document management system for South
African local government entities. We meet key criteria including The POPI
Act, National Archive Act, and The General Data Protection Regulation.

Our holistic system is designed to overcome document management
challenges, from data governance and compliance to information retrieval.

It provides a sustainable solution to effectively store, retrieve and manage all

municipal documents, allowing municipalities to improve collaboration,
efficiency and customer service.




Assess Your Current Performance

Do these factors prevent your municipality from performing optimally?

Routing documentation by hand

Making multiple copies of supporting documentation
Loss of documents

Poor quality document due to re-copying

Manual agenda creation for council meetings
Receiving comments on items

Multiple printing sessions for the same agenda

Loss of agenda annexures
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Physical storage space
10. Tedious document retrieval processes

11. Unrestricted access to documentation

If you answered YES to any of these factors, your document
management system might be outdated.
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How We Can Help You

InzaloEDMS can:

e Access critical information from a single location

e File, retrieve, share, and track documents

e Promptly handle council resolutions

e Submit progress reports

e Accurately log, manage, and resolve customer complaints
e Provide high-quality customer service

e Run multiple workflow processes at the same time

e Easily access version history and complaint workflows

e \iew user, group, or project statistics and analytics

e Generate job cards




Our System Features

The following activities can be managed:

1. The Action Center provides a secure place to:

e Register requests formally for items to be
considered for meeting agendas

e Register documents, using the appropriate file plan,
to be considered for classification as records.

2. The “My Assistant” site assists the user with:

e Uploading relevant documents for further action by
the Human Resources of Finance teams.

e Logging complaints or registering issues.

e Accessing recent documents worked on by the user.

e Logging a suggestion

3. The “Meetings” site provides:

e A secure place to manage all formal meetings.
e A separate site for each ‘meeting type’.

e Space for each site to save documents and keep
minutes.




4. The “Day-2-Day” area provides:

e A secure platform for users to work and save documents.
e Separate sites, each with its own permission structure
that allows access based on user authentication.

e A storage and document management space for each
department.

5. The “Records” site:

e |s used to store and show the different file plan records.

e Records are approved or rejected, depending on whether
the documents fit the relevant criteria.

e A formal record cannot be edited or deleted.

e Additional retention labels and policies are applied
on the record.

e A disposition workflow is automatically initiated
when the “end date” of the record approaches.

6. The “Archive” site:

e A space dedicated to the long-term storage of any content
that is not a formal record.




Top Benefits of using
InzaloEDMS

Information is widely and readily available across departments.
Increased compliance and accountability.

Effectively action all incoming documents which are added to
the system.

Promptly handle council resolutions documented in meetings
with the record-keeping tools provided.

Submit process and routing reports (as supported by PowerBl|
licensing and reports).

Accurately log, manage, and resolve customer complaints.
Provide high-quality customer service.

Ran multiple workflow processes at the same time

Attach processes to other document workflow streams.

View user, group, or project statistics and analytics.

Generate emails with an attached job card.



About Inzalo EMS

InzaloEMS is the leading provider of integrated technology solutions, enterprise
management systems and multidisciplinary professional services to municipalities,
public entities and provincial government, and has been for over 40 years.

We are a proud member of the Sebata group of companies, which is listed on the JSE
under the Services Sector as Sebata Group Holdings. Our services extend to more
than 150 local government institutions, public utilities, and private sector entities
throughout the region.

We have excellent solutions specifically designed to help municipalities fulfil their
mandate to their communities.

E: info@inzaloits.co.za | T: 011 218 8080 | W: www.inzaloems.co.za




