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INTRODUCTION

Since 1981, Information Technology Group (ITG) has been providing software products
and services to the records and information management community. Our goal is to provide
innovative products that meet our customers’ ever-evolving needs and the best state-of-the-
art records management software, consulting services and barcode technologies.

Welcome to ADVANTAGE Records Management System. This document contains important
information about the unlimited features provided by the software. If you have any further
guestions, call our toll free telephone number 800.978.3268 and ask for a records manage-
ment specialist.

ADVANTAGE provides comprehensive management for Boxed Records, Active/lnactive Files,
Micro Media, Documents and Library Publications. In addition, it also provides a complete
Retention Schedule.

Other Outstanding Features:

« Automatic Space Allocation

e Client Billing or Internal Department Charge Back
e Circulation Processing

e Destruction process including history and certification
¢ Global Data Modification

e Bar code reader and printer interface

« Key Word Searching and Queries

« Manage records stored with commercial vendors
e Multi-level Security

« Permanent Removals

e« Legal Holds

e On-line Report Preview and Printing

e Statistical Information

ADVANTAGE is a fully functional software solution designed for Microsoft Windows.
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THE ADVANTAGES AND BENEFITS TO YOUR ORGANIZATION

ADVANTAGE Records Management System is a sophisticated tool that helps you manage
your records. It also allows you the flexibility to design your own records management pro-
gram. You can handle your business “YOUR WAY”.

Savings: the automation of records saves
you money by reducing:

e Additional staffing

e Employee overtime

e Cost of storage space

e Commercial vendor fees
e Possible litigation fees

e |RS/State Penalties

Development of High Standards:

ADVANTAGE helps you develop policies and procedures used in connection with the au-
tomated retention schedule. No more guess work as to which records can be destroyed.
More importantly, know which records are vital and what role they play within your orga-
nization.

Greater Internal Control:

Automated space allocation eliminates
unnecessary walking of aisles looking for open Bar Code Enabled:
spaces to put incoming boxes.

The use of bar code wands and printers will

Proper indexing of information whether it be greatly improve the speed in which records

a box of records, files or documents will help can be retrieved. Thus reducing the cost of
eliminate confusion and the retrieval of unnec- needed personnel and increasing the reliability
essary records. of the input.

By creating a Retention Schedule within
ADVANTAGE, you will be able to manage all
aspects of the life cycle of your records
management program.

ADVANTAGE will increase the visibility of your
records. At anytime you will know where records
are being stored, who they belong to, and when
they should be purged.



THE ADVANTAGES AND BENEFITS TO YOUR ORGANIZATION

Customizable

* All fields are nameable

* Track Multiple Companies

Description [Annual Yacation Summary Reports

File Location |Central File Room, Aisle #1, shelve #2

Transfer to a box I

Record Title Code E WYacation Benefits
Record Series Title _ E

Beginning Date (0170151998 Ending Date |06/30/1998

Active Files
]« Ilz=lma|olzlz] (& =2 &)
First Prev Mest Last List Find Add Del Edt  Setup Query  Print Save Cancel Close
Company Code B Airplane Company | Status...
Division Code B Hurman Resources Division
Dept Code B Employee Benefits | Check Out/In... I
Barcode Humber [100003EM | Date Received [FFEIFAEEL | Reservations. .. I
Uszer File Mumber [EM-0001-89-03 | | Legal Hold._. I

Transfer to inactive filesl

Destruction Date Purge Date |06/30/1999

| Memo Pad. .. I

/ File Syztem |01 ::I Perzonnel Records \
Employee’s Mame [Jones, Sam

Social Security Mumber [554-83-8888

Date of Hire [1-1-97

Department |[Engineering

Title [Supervisor
K Status [Active

1/

— * Create unique file description field names

ADVANTAGE IS EXTREMELY EASY TO USE AND MAKES THE MOST OF THE WINDOWS OPERATING

SYSTEM.
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MaiN MENU

ADVANTAGE indexes Boxed Records, Active and Inactive Files, Micro Media,
and Library Publications.
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Accounting: The billing and charge-back functions are found within this section.
ADVANTAGE automatically counts and calculates record management activities.

Accounting eI o =]
Transaction Mgmt
Month-End Process g

“Year-End Process

Records Mgmt Activity Codes

Activity Spreadsheet

Help: Online help is available as you use ADVANTAGE. It provides you with quick answers
about ADVANTAGE'S functions and features.



MaiN MENU

Record Center: Setup record center locations to meet your own specifications. After you
enter your record center’s unique layout, ADVANTAGE displays available locations along with
the box size that each location accommodates. This automatic space allocation eliminates
your need to walk aisles looking for open spaces to place incoming boxes.

Retention Schedules: Create schedules for multiple companies and/or divi-
sions. Keep track of all important information, including vital records, historical
value, and when records should be destroyed. Global changes are easily
made.

RECGUGEGE Fecord Center  Accounting Syt

Betention Schedule |
Legal CitationsfRegulations
¥ital Becords >

Becord Series
Security Classifications
Events

Retention Reports

Citation Reports
.|

System: This area is controlled by your systems’ manager who will decide how the
ADVANTAGE Records Management System will be configured. Key issues such as
system tables, user ids, passwords, and global changes, are handled from this menu.

System Tables 4 Companies

Global Changes b Divisions
Departments

Security

System Administration *» Box Types
Destruction Methods
Record Centers
File Systems
Media Types
Retrieval Reasons

Re-configuring is made easy with the help of global changes.
10



REcorDs MANAGED BY ADVANTAGE

. Boxed Records

. Inactive Files

. Active Files

. Micromedia Types

. Library Publications

Y Ou CAN LICENSE ADVANTAGE WITH ONE OR ALL OF THE ABOVE RECORD TYPES.

THIS OPTION ALLOWS YOU TO AUTOMATE YOUR RECORDS MANAGEMENT PROGRAM

ACCORDING TO YOUR BUDGET. SEE LAST PAGE FOR PRICE LIST.
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Box MANAGEMENT

Unlike other software systems, the ADVANTAGE Box Management allows you to perform all
management activities from one screen. These functions include indexing folders and range
information, checking boxes in or out, placing boxes on hold, making reservations for re-
trievals, permanently removing boxes, or moving boxes to new locations.

"].lallll.'rl.'d TAGE Ascmds Menagement Spatam

Fisl Prev Mest Ll Linl ALl Del Ed SehpDuery  Pind Sirve
Peimanest Box Humber [ F)|  Dale Recsived (107007507 | £ bntam_ I
Altmnate finx Humber |12 ]
Bow Cosbents P imgoitan! inlmmaten in theoe o I| Check Dul... I
Descsiglion 1 [decoophinn teide | ]
ecmption 2 | |
[kepcaption 3 | | Flegerealiong
o —
Divizion Code [000 [=] Leadet Divigon
Dnpatmest Code [0 | [ -] Finasce Depatment
“‘m‘”“ Antezal Budget Repails |Hmh-n-lumlnn..l
Aecond Seites Title [ACCHM TN | o | Accsunting Aecmds
Madia Code [007 ][] Miceshahe | Folders in this o |

fow Code [DHE | ]| [ Colic Feuol Box ——
Flangex im thiz Box
Rected Conter Code [NT | [ | inteensl Rincord Conter | = |
Lm&-mlﬂhﬂiﬂnllj | Hemo Pad... I
Beginning Bate [1A1171997 | Endng Bete 1200 A 087 |
Destutiion Date [IZ/Z3/700d | | Aecaleulabe Destruction Dabe |

No limitations on the number of boxes, files, and ranges stored in the ADVANTAGE System.

Box Numbering: ADVANTAGE lets you automatically assign the permanent box number from a
user defined control panel. You can also manually assign if you prefer.

Alternate Box Number: Can also be assigned. Departments like to keep track of their own
temporary box numbers.

Look up Buttons B: Lets you lookup information for a given field. If you do not know the

company, division, department, record title, and/or record series title, you have on line access to
retrieve this information.

Query-By-Example: Pick any field or combination of fields and enter a value. ADVANTAGE will
search for the information requested and display the box or boxes that contain the information.
You can use the list box to view all records that fit within your parameters.

Key Word Search: All boxes and files within boxes can be found using the key word search or
full text searching capability.

Memo Pads: Every box, file within a box or range of files has an unlimited memo area. You will
never run out of room to store important descriptive information.
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FiLes WITHIN A Box

Unlike other software packages, there are no limitations to the number of files you can
index within a box. From this screen you can check a file in or out, place it on legal hold,
move it to a new box or permanently remove it from the records center. In addition, each
file has an unlimited memo area to record other important descriptive information.
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Folders: Each file has a unique file or bar code
number.

L File Systems: You can assign the names of the

six descriptive fields for each file.

Status: The status widow instantly displays
important information about each file. With a
click of a button you know whether this file has
been checked out and when it will return. This
screen also tells you if this file has been placed
on legal hold and when it can be released.

Check out: You can check an individual file
out of a box. This is very helpful when you do
not want to check the entire box out. ADVAN-
TAGE will keep track of who checked it out,
their telephone number, and/or extension, and
when the file should return.

Legal Hold: When a file cannot be destroyed
on its original destruction date, a hold can be
placed. ADVANTAGE keeps track of who placed
this hold, the date it occurred, and when it can
be released.

Permanently Remove: This feature is used
when a file is returned to the department and is
no longer the responsibility of the records
management staff. A permanent history file is
kept on all returned files.

Move to a New Box: When you need to move a
file from one box to another, ADVANTAGE
automatically moves it for you, eliminating the
need to re-key.
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Ranges Within a Box

Unlike other software packages, there are no limitations to the number of ranges you can
have within a box. Range information can be very helpful when you do not want to index
individual files.
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A range is created when you do not want to index each file within a box.

Beginning Range and Ending Range: These fields allow you to describe the range of informa-
tion found within this box. Example: This box contains annual reports for departments with names
that start with the letter “A” and continue through the last department with a name that starts with

the letter “S”.

Range Description: This field allows you to further define the contents of this box.

Memo Pad: Each range has an unlimited memo area for extensive description information about
the files within this box. This information can be queried or keyword searched at any time.

Move to a new box: When a range of files are moved from one box to another, you can quickly
change the box number.

Range Searching: You can search all range information by using the ADVANTAGE key word
seach engine or by using the query by example option.
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INACTIVE FILE MANAGEMENT

ADVANTAGE provides the inactive file management system for companies who store their
“inactive files” using mobile filing units, open shelving, or file cabinets instead of boxes.
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Inactive Files: Activity levels on files will
usually dictate whether files will be boxed or
stored on shelves. ADVANTAGE has designed
the inactive file indexing system for companies
that store their records on shelves.

File Structure: The file structure of the
inactive files is the same as files within a
box and active file management. This
makes it easy for you to move files from
active to inactive status.

Retention: The retention schedule can
calculate the destruction dates for inactive files
just as it does for boxed records.

Bar Coding: You can use a bar code wand to
quickly and accurately enter inactive file
information. Each file can have a bar coded
label affixed to it, thus making it easier to check
a file in or out.

Check out: ADVANTAGE tracks who checked
the file out, their telephone number, and/or
extension, along with the expected return date.
This information is used to track delinquent
retrievals and issue delinquent retrieval memos.

Reservations: If a file is checked out, you can
make a reservation for another person who
needs the same file. When the file is returned,
the ADVANTAGE system can use the reserva-
tion information to automatically check it out to
the person waiting.

Legal Hold: If a file cannot be destroyed for
any reason, a hold can be placed on it so that it
does not get destroyed. This feature will keep
track of the person that placed the hold, a
possible release date, and a reason the hold
was placed.

Move to a Box: Moving a file to a box is made
easy.
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AcTIVE FILE MANAGEMENT

ADVANTAGE provides the Active File Manage

ment System for companies who manage

active files.These are usually files that are kept within the departments or central file area

and have not yet been purged to the record ¢

enter.
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File Structure: The file structure for the active
files is the same as the file structure for the
inactive file management and the files within
boxes. This makes it easy to automatically
purge the active files into boxes or inactive files
when necessary.

Bar Coding: With the use of a bar code wand
you can scan important file information into the
above fields; each file can have a bar code
label affixed to it. This makes it easier to check
in or check out a file.

Destruction and Purge Dates: You can
automatically print a report that will show
the files that should be purged to the record
center and/or files that can be destroyed
within the department. This report will print
out in location order for your convenience.

Status Window: This window provides you
with current information on the destruction,
retrieval, and hold information on a given file.

Check out: Active files can be checked in or
out just like all other records record types.

Legal Holds: If afile is eligible for destruction,
but there is pending litigation or an audit, you
can place it on hold to keep it from being
destroyed.

Transfer to Box: If and when you need to
move files into a box, ADVANTAGE can auto-
matically move the file information for you,
eliminating the need to re-key.

Transfer to Inactive files: The “Inactive
Files System” is used when you do not want to
store files in boxes. When the transfer from
“active files” to “inactive files” takes place, you
have the ability to automatically transfer the file
information.

Memo Pad: Each file has an unlimited memo
area. This memo area is very helpful when you

need to write extensive information about a file.

All memo areas can be queried or keyword
searched.
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ADVANTAGE

RETENTION SCHEDULE

Outstanding Features:

. General or Departmental Schedules
. Citation Management
. Legal Hold Feature

. Schedule any type of Record
Paper
Electronic
Micromedia, etc..

. On-line Report Preview
. Publish Formal Schedules
. Customize your field names

17



RETENTION MANAGEMENT

ADVANTAGE Retention Management System provides a retention scheduling system that
can be adapted to your company'’s specific needs. It is easy to keep track of vital record
information, important legal citations, and historical classifications.
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General Schedules: You can develop one

functional or general retention schedule used
by all departments. This method is used when
a company does not need a retention scheduleg
built specific for each department within the
organization.

Departmental Schedules: You can develop
a retention schedule for every department in your
organization. This method is extremely helpful
when you want to build a comprehensive retention
program.

Retention scheduling ensures that you retain your records for just the right length of time.
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RETENTION MANAGEMENT

Record SeriesTitle Names and Codes: You determine how your record series title codes
should be named and coded. ADVANTAGE will allow you to describe a unique definition for every
record series title.

Event Codes: Some records cannot leave the office until some type of event happens. e.g.
close of contract, superseded or after audit. ADVANTAGE gives you a master table to keep track of
this information.

Destruction Security Codes: By entering the method of destruction for each record series title,
ADVANTAGE will use this information later when records are to be destroyed. For example, the
destruction pull list will be printed in order of the destruction method and location of the records.
This makes it easy for the record center staff to know exactly how to destroy the eligible records.

Legal Hold: Some records are held from the destruction process due to litigation or audits; even if
they are eligible to be destroyed. By placing a record title on “automatic hold” any incoming
records will be automatically placed on hold.

Record Title Definitions: This definition field can be printed as

Record Title Definition

part of the retention schedule. Departments have found that ¥ital Record |
when the definition is included in the schedule, it eliminates Legal Hold I
confusion as to which record title to use. The definition field is an |

|
|
unlimited memo field. | Citations
|
| Memo

Copy or Original: Record titles can be set up for individual departments. When titles are connected
to the department, you can keep track of whether the record is the original or a copy. This helps
eliminate duplicate records being sent to the record center.

Retention Periods: ADVANTAGE keeps track of the Office, Records Center and Total Retention
Periods. There is a Permanent Retention classification for records that cannot be destroyed. By
using these fields and specifying how long records should be kept, the ADVANTAGE system auto-
matically calculates destruction dates.
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VITAL RECORDS

ADVANTAGE provides a method of classifying records that are vital to your organization.
By designating a record series title as a vital record, you can specifically track and report
on the records that you assign vital status to. You enter vital record information for a
record series title in the Vital Record screen shown below.

Vilal Aecord B

Graanizat ion Code AIR Al Felane Conpang

Diwison Code LEGAL Legxl Department
Cepartment Code BEL Litigatian Support
Record Title Hunber 1BBL Perrsonnel Grievances

Vital Record Code AR | [=] As Required
Issus Frequency | Monthly |
Protection Method Cade [C0_ || = | Optonal Images

o= ]

— Vital Record Codes: You can attach a vital record code to each record series that is a vital record.

Issue Frequency: Each vital record can have a different issue frequency. The issue frequency repre-
sents how often a record will need to be replaced or updated.

Protection Method: Create a master table containing all the different protection methods used in your
company, then apply it to the record series that use that type of protection method.

ADVANTAGE brings you the most powerful, yet easy to understand and use retention features of any management
program available today.
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LEcaL REcuLATIONS AND CiTATION MANAGEMENT

It is often quite useful to be able to refer to the regulations or policies that govern the retention and
destruction of a particular record type. ADVANTAGE allows you to assign up to fifteen citations for

each record title.

ADYANTAGE Records Management System

First Prew Mest Last

Legal Citationz/Regulations

Citation Code
Description
Reporter
Title

Section
Junizdiction
Heading

Retention

[
File Edit Search; Heserds Hetention  Hezord{Eenter  Secoumting) Susten Help
= B
D DlElaln|zlz] & (2] &[] (=)
Lizt Find Add Del Edt  Setup Querny  Print Save Cancel Cloze
E
602.21 CFR |
Employee's Benefits |
CCH |
I |
[Labor Dept |
us Type |Federal
Citation Heading. HO LIMIT to the amount of information listed here. +
¥
Citation text area. HO LIMIT to the amount of information listed here. ]
¥
Retention text area. NO LIMIT to the amount of information listed here. ]
¥

Years

> Citation

2.00 Heference Reference Page @:l

All field labels (names) are customizable.
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RETENTION ScHEDULE REPORTS

The Retention Schedule Report is a comprehensive, easy-to-use, and highly configurable
report that allows you to generate documentation about the record series titles you have
defined through ADVANTAGE’S powerful retention scheduling features.
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All of the ADVANTAGE Reports can be previewed and/or printed.



ADVANTAGE

SyYysTEM REQUIREMENTS AND PRICING
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SyYsTEM REQUIREMENTS

HARDWARE REQUIREMENTS:

Processor Pentium processor

RAM: Minimum 500 MB

Hard Disk space 20 MB for programs. (Data space to be determined)

Operating System Microsoft Windows XP, 2000, or Windows 98

Networks Microsoft Windows Server 2003, 2002 or NT
Novell

SOFTWARE REQUIREMENTS:

PC Anywhere - current version

and
Cisco Systems VPN Connection or
Citrix or
VCnetVPN
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ADVANTAGE REcorbs MANAGEMENT SYSTEM
Price LisT

ProbucTt

SINGLE STATION

NETWORK

SOFTWARE

Price ANNUAL
SUPPORT

PRICE

ANNUAL
SUPPORT

ADVANTAGE Box Management System
System Management
Box/Folder Management
Retention Schedule
Security System

4,995 995

8,995

1,799

Training,Installation and/or consulting rate

95.00
Per hour

Add-on Modules
Active Files
Micro Media Management
Documents Management
Library Management

*each additional module

1,500 * 225*

2,500*

375*

Web-ADVANTAGE

unlimited users

15,000

1,500

BAr CobE READERS
type to be determined

BAR CobpE PRINTER

atro“' TLP 2742 Thermal Transfer

695

All prices subject to change
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ADVANTAGE REecorps MANAGEMENT SYSTEM

Price List

CoLor Copep LABEL SOFTWARE (Each)
ColorFlex LABEL Software cll for
Print & Design quote

Bar CobpE PRINTERS

1-3 units (each)

4 or more (each)

Eltron TLP 2742 Thermal Transfer
Printer128k memory, 2ips.

625.00

Eltron TLP 2246 Thermal Transfer
Printer128k memory, 2ips.

2,295.00

2,065.00

Bar CobeE READERS

1-3 units (each)

Symbol Palm Pilot Laser Bar Code 1,575.00
Reader with Advantage Programs
Box Retrievel Request Processing 3,500.00
using Worthington Data TriCoder Laser
Portable Bar Code Reader
1,344.00
369.00

* All Prices subject to change
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