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Executive Summary 
Every day, organizations receive high volumes of various 

types of documents through the mail, fax and email that 

launch different internal business processes. Reviewing 

and interpreting these documents, entering data from 

them, and forwarding them on to others for further 

processing consumes company time and resources, 

which increases operating costs and negatively 

impacts customer and supplier responsiveness. A 

digital mailroom powered by enterprise-level capture 

technology solves these problems by converting 

incoming mail, fax and email into structured electronic 

information that feeds multiple downstream business 

processes, systems and repositories across the 

enterprise. It does this using the enabling technologies 

of classification, separation, extraction, validation and 

delivery automation.

In almost every organization there are accounting, human resources, 

purchasing, contract management and customer service processes. 

In addition, there are vertical market-specific processes, such as 

insurance claims processing, mortgage processing, electronic health 

records management, new bank account opening, case management 

in government, and so on. In many cases an electronic infrastructure 

and electronic workflow are used to orchestrate the complex 

sequence of steps required to complete the process, but the process 

cannot start until the required information is captured from incoming 

business documents. 

This white paper overviews how modern capture enabled business 

processes can transform traditional incoming document reception and 

processing into an efficient ”digital mailroom” that helps organizations 

reduce costs, drive process efficiency, and improve customer service 

and market competitiveness.

“Employees read and assess the 
contents, then register and classify 
the content using their experience, 
thereby setting the processes of the 
organization in motion. That work 
can be automated… with the digital 
mailroom.”
– Chris Bellekom, director of Document 
Management Services for the city of 
Gouda, The Netherlands
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The Information Challenge 
While the optimum flow of vital information is one of 

the best ways to increase profitability and improve 

service levels, many organizations from virtually 

every sector face significant challenges in getting 

and disseminating information in the most timely, 

efficient and accurate manner possible. These are 

just a few scenarios which will sound familiar to many 

organizations:

• An insurance claim has been submitted, but it’s not yet 

in the adjudication system. Customer service will not be 

able to help when the customer calls.

• A bank’s underwriting department is waiting for a 

customer document to approve the mortgage loan. The 

customer sent the fax successfully but it cannot be 

located, resulting in delays.

• An invoice has been received by the Accounts Payable 

department but it is not being evaluated for payment. 

Potential discounts are lost, and relationships with 

vendors may suffer.

• A customer wants to place an order but is withholding it 

because there is an unanswered complaint sitting in the 

mailroom. No one is even aware that the problem exists.

To avoid issues such as these, it’s vital that information 

required to drive the process is captured right at the 

start, as soon as it enters the organization. Information 

is typically received on documents delivered in the mail 

to the corporate mailroom, via fax or to general purpose 

email in-boxes. In order to initiate business processes 

each mail piece must be characterized by type and 

structured information must be extracted from it and 

delivered in the correct format to the correct process. 

Using manual labor to sort the mail and perform data 

entry is time consuming and prone to error, particularly 

when there is a high volume of mail every day.  

 

Introducing the Digital Mailroom 
A digital mailroom solution automates the capture of 

all incoming mail, whether it is delivered on paper, in 

an email or via fax, and delivers structured electronic 

information to workflow processes, business systems 

and content repositories. A digital mailroom solution 

replaces manual processes for managing high volumes of 

information from a wide variety of sources – it provides 

touchless processing solutions that reduce the effort to 

understand incoming information and decide what to do 

with it and where to send it within the organization.

An effective digital mailroom solution must:

• Capture all incoming mail, paper or electronic, and 

convert it into a common electronic format ready for 

delivery to workflow, business systems and content 

repositories;

• Automatically classify all mail by document type so it can 

be routed to the correct business process;

• Automatically separate streams of loose scanned pages 

into discrete documents;

• Automatically extract structured electronic information 

from each document to feed a business process;

• Validate extracted information according to business 

rules to purify it before it enters a business process;

• Communicate with applications and devices to 

receive and deliver alerts, notifications and updates to 

employees, customers and suppliers; and

• Deliver extracted information into any workflow, business 

system or content repository.

Digital mailroom solutions must not be confused with 

departmental capture solutions that are designed to 

process only specific document types, such as forms and 

invoices. Departmental solutions won’t allow organizations 

to fully leverage the benefits of automation across 

multiple processes, and may result in the need for 
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different solutions for different processes. In short, a 

digital mailroom solution provides true enterprise capture 

capabilities.  

By implementing a digital mailroom solution, organizations 

benefit from:

• Better customer and supplier service through 

accelerated and more efficient inquiry handling;

• Reduced processing costs through the elimination of 

manual labor to sort incoming mail and extract 

information;  

• Fewer processing exceptions through increased 

information accuracy. Humans typically misclassify 1-in-20 

documents, and manual data entry errors are common;

• Reduced risk of compliance failure through provision 

of a single, secure auditable process for capture of all 

incoming mail; 

• Increased capacity through the reduction of manual 

mail handling, allowing organizations to process more 

documents without increasing headcount; and  

• Increased productivity through the reduction of mail 

handling, allowing knowledge workers to focus on 

activities that align with strategic objectives, such as 

customer and supplier service.

With a digital mailroom these benefits are realized throughout 

the organization, as this white paper will demonstrate. Payback 

from a high performing digital mailroom solution is typically 

achieved in less than one year.

A key factor in determining the payback time is the power, 

accuracy and ease of use of the automatic document 

classification, separation and recognition technologies 

used to transform incoming mail into tructured electronic 

information.
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Classification and Recognition 
Technologies  
OCR/ICR and Forms Processing 
Character recognition technologies have been available for 

more than 30 years. At their heart lie algorithms that 

convert pictures (bitmaps) of individual characters on a 

scanned page into electronic text. Algorithms for 

processing machine printed characters are called optical 

character recognition (OCR) algorithms, whereas those for 

processing hand printed characters are called intelligent 

character recognition (ICR) algorithms. There is often a 

misconception that OCR and ICR are the same as data 

extraction. OCR and ICR simply deliver the individual 

characters and words that are found on a document image. 

Information extraction, on the other hand, associates the 

correct words with the correct metadata, such as 

determining that a particular piece of data is a customer 

reference number or a customer address and so on.

For structured documents with a known, fixed layout, 

such as bank account application forms or insurance claim 

forms, the location of each piece of required information 

is predictable, so information extraction simply requires 

development of a “template” that tells the system where 

to find the information. 

However, for unstructured documents where the location 

of the required information varies between successive 

examples, such as invoices and sales orders, defining a 

template for each different layout becomes impractical. 

For documents with no predictable layout such as general 

correspondence, it is impossible to define templates. In 

these cases, more intelligent recognition methods are 

required to automatically locate and extract the required 

information from each document.

The Advanced Recognition Revolution 

Advanced Recognition automatically extracts information 

based on keywords, knowledge of the expected data 

Some Useful Definitions
Classification - The process of identifying the type of 

document, i.e. invoice, credit note, attachment etc.

Separation - The process of identifying the boundaries 

between documents in a sequence of loose pages.

Extraction (or indexing) - The process of locating and 

recognizing information from a document, including 

machine-print, hand-print, handwriting, barcodes and check 

marks.

Validation - The process of verifying the correctness of 

extracted data using business rules, database lookups and 

human interaction.

Structured vs. Unstructured 
Documents
Structured Document - A document where there are 

common features in the same locations across all examples 

of a given type. Those features could be the pre-printed 

items such as logos or boxes, pre-printed blocks of text, or 

text entered by the ‘user’ of the document. An application 

form is a good example of a structured document type 

(regardless of whether the form background drops out 

during the scanning process), but documents like rental 

agreements where there are large fixed blocks of text are 

also good examples.

Unstructured Document - A document where the common 

features across examples of a given type are in different 

locations. Typically information can only be extracted from 

such an unstructured document by analyzing the entire text 

content. Employment contracts are a good example of an 

unstructured document type since many examples from 

different sources contain the same boilerplate text but in 

different locations. Another example is a change of address 

letter since each example will contain similar terms like ‘old 

address’, ‘current address’, ‘new address’ etc. in the body of 

the text but they will be in different locations. 
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format and, where possible, the data’s position relative to 

other data items. Advanced Recognition is a vital enabling 

technology for automatic extraction of unstructured 

documents since the variation makes defining templates 

impractical or impossible.

The figure below shows two banking letters. Both contain 

pieces of customer information such as account number, 

name and address that are needed to allocate the letter 

to the correct customer account. However, in the first 

example the account number is quoted on a separate line 

in the letter whereas in the second example it is buried 

with the text of the letter. Human beings use knowledge 

of the expected format of the account number in order 

to search the text and locate it on the letter regardless 

of its position. Advanced Recognition techniques must 

use the same approach to achieve reliable extraction of 

the information but in order to be a practical solution for 

a large number of document types they must require a 

minimal amount of manual configuration.

Modern Advanced Recognition technologies have made 

the classification and extraction of a wide range of 

documents practical and cost effective, delivering ROI 

to thousands of organizations around the world, and 

making digital mailroom solutions a reality. The most vital 

technology elements for a successful implementation of a 

digital mailroom are:

• Document classification based on document layout and 

text content, or a combination of the two;

• Automatic document separation that can be easily 

modified by the user;

• Learn-by-example technologies that can be trained 

rapidly on each document type and continue to learn on-

the-fly as documents are processed in production; and

• Easy to use Validation of extracted data by the operator, 

and against customer databases in a fault-tolerant or 

fuzzy manner.
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Document Classification 

Document classification is a necessary first step in order 

to understand which business process, or processes, 

to send an incoming piece of mail to, and which set of 

data to extract. There are two approaches to classifying a 

document –layout-based and text content-based. Having 

both approaches is vital for mailroom applications due to 

the wide range of documents that are received.  

Layout classification uses analysis of the position of 

boxes, fixed blocks of text and lines on a document to 

determine its type. This technology applies to scanned 

document images and is used for structured documents 

such as application forms. It is also used for unstructured 

documents such as invoices from the same supplier 

where there are repeated layouts. Layout classification is 

tolerant to skew, shifting and stretching of the document 

within the image. The technology is also able to analyze 

the whole document or focus on specific areas, for 

example when revisions of an application form must be 

detected and classified separately.

Content classification uses the text content of the 

document to determine its type. This is the only approach 

that will work with unstructured documents such as 

letters, where humans could only determine document 

type by reading the document. This technology applies 

to scanned images and to electronic documents. It 

requires a full-page recognition of the document as a 

pre-processing step, and must be able to reject text 

that is not indicative of or unique to the document type. 

Content classification is tolerant to natural variations in 

terminology, for example ‘change my address,’ ‘change of 

address’ and so on.

Often it is most efficient to classify documents by using 

multiple steps – so called hierarchical classification. When 

humans classify a document they typical work in stages 

in order to achieve the required granularity, using a rough 

sort first to put documents into high level classes and 

then splitting and refining each class into further sub-

classes based on more detailed analysis. The result is a 

more accurate classification of each document. Digital 

mailrooms must take the same multi-stage, hierarchical 

approach to achieve high classification rates on a wide and 

complex document set. A typical scheme is shown below. 

In the first stage documents are classified as ‘form’ , 

‘invoice’ or ‘letter’, then the forms are split into ‘form type 

A’, ‘form type B’ and so on, invoices are split by supplier 

and letters are split into ‘complaint,’ ‘inquiry,’ change of 

address and so on.  

Document Separation 

Document separation is the process of identifying the 

boundaries between documents in a sequence of loose 

pages. Determining where one document stops and 

another starts is key to correctly classifying documents.  

Without automatic document separation, a capture 

system would have to accept pre-separated documents 

as input, or require manually placed separator sheets or 

barcode labels to do the separation. With many document 

types entering the mailroom, this manual separation can 

get costly.

An Advanced Recognition capture system allows for 

automatic document separation of any document entering 

the mailroom, whether structured forms, semi-structured 

documents like invoices, or completely unstructured 

correspondence letters. Most structured documents, 

for example application forms, have a fixed length and 

consistent, easily recognizable content and layout for the 

first page, making document separation straightforward 

and highly accurate.

In a mailroom setting, automatic document separation 

must also account for documents with little to no 

structure, like contracts and correspondence letters. These 

documents vary in length, and first pages vary in content 
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Julie Taft-Rider, CPA 
15 Market Street  Bethesda, MD 20814  Phone: 301-656-1111  Email: someone@example.com 

Career Goal: Accounting Manager / Sr. Accountant / Financial Analyst 
Dedicated CPA with five years of experience developing and implementing financial systems, strategies, processes and 
controls that significantly improve P&L scenarios. Expert in establishing accounting functions, systems and best 
practices; cost-reduction, automation and tax strategies; and lasting business relationships to ensure goal-surpassing 
fiscal performance. Computer skills include proficiency in Excel, Peachtree, QuickBooks, Lotus 1-2-3 and MS Office. 

Education 
Certified Public Accountant, State of Maryland, 5/2009 

ABC UNIVERSITY — ADELPHI, MD 
Master of Science in Accounting and Financial Management (in progress), degree expected 5/2009 
Bachelor of Science in Accounting, 5/2006 

• Volunteerism: Hunger Clean Up (planning team) ... National Alliance to End Homelessness (fundraising drive volunteer) ... 
American Red Cross (blood bank volunteer) ... Serve Maryland (Volunteer) 

Experience 
DEF COMPANY — BETHESDA, MD 
Senior Accountant, 3/2007 to Present 
Staff Accountant, 6/2006 to 3/2007 
Promoted to senior accountant position to direct accounting functions for a growing telecommunications company. 
Supervise 3 accountants and oversee financial analysis, financial audits, G/L, A/R, A/P and fixed-asset accounting in 
accordance with GAAP standards. Develop and manage external financial relationships (e.g., banks, insurers, auditors) 
and constantly look for ways to strengthen overall financial performance.  
Key results: 
• Built a finely tuned accounting department, fostering a collaborative environment that improved productivity, individual 

accountability and team morale. 

• Revamped G/L, financial systems, reports and schedules to improve forecast precision and standardize reporting procedures. 

• Negotiated below-market lease on prime office space that included $100K in facility improvements embedded into agreement. 

• Completed comprehensive valuation analysis and credit review of acquisition target, and played a key role in the due 
diligence effort that was crucial to successful merger. 

• Uncovered $125K in accounting overpayments during a six-month period and delivered a 20% expense reduction through 
analytical studies of business performance. 

GHI COMPANY — SILVER SPRING, MD 
Accounting Clerk (part-time; concurrent with college studies), 2/2003 to 4/2006 
Performed A/P functions for this plastics manufacturer, including purchase order entry and inventory accounting. Processed 
monthly accruals; prepared checks, production documentation and schedules ; and reconciled bank statements.  
Key results: 
• Delivered six-figure cost savings by initiating expense analysis of equipment lease alternatives, leading to acted-upon leasing

recommendations.

• Introduced business process improvements that enhanced A/P functions, established common vendor files, eliminated 
duplication and reduced monthly processing time by 20%. 
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John Smith
12345 Anytown Blvd
Anytown, CA  11111]

January 17, 2012 

To whom it may concern

ABC Company
112233 Elm St.]
New York, NY  12345

Dear Sirs :

I am writing to request documents that will assist me in my genealogy research. I would 
like the newspaper obituaries for my grandfather and my great-grandmother, both of 
whom died in Mendon, Ohio, and are buried in the Main Street Cemetery. My relatives’ 
birth names, birth dates, and death dates are listed below. 

Stefan Delmarco 
Born in Harrisburg, Pennsylvania, about 1850 
Died March 12, 1892, in Mendon, Ohio 

Birgit Seidl 
Born in Germany about 1830 
Died December 9, 1900, in Mendon, Ohio 

I have enclosed a self-addressed, stamped envelope and a check for $10.00 to cover 
research and copying costs. If this amount is not sufficient, please let me know, and I will 
send a check to cover the additional cost. If my check exceeds the amount you normally 
charge, please consider the leftover funds a donation. 

Thank you for your time in considering my request. I look forward to hearing from you. 

Sincerely,

John Smith

Enclosure

and layout, making automatic document separation 

challenging. A training algorithm must be employed to 

teach the system to recognize typical first page, middle 

page, and last page content for each document type. Any 

kind of rules approach to document separation quickly 

becomes unwieldy as documents change over time, and 

new documents are introduced to the workflow.

With automatic document separation, each page is 

analyzed in context with its neighboring pages to 

determine the most likely document boundary, using both 

content and layout based techniques. At times, a capture 

system operator will need to intervene to assist in this 

document separation if confidence levels do not meet 

pre-determined thresholds. These users require certain 

capabilities in order to accurately and efficiently review 

and correct document boundaries and batch structure, 

including the ability to move, copy, merge and split pages.

In addition to minimizing document preparation costs, 

automated document separation results in higher 

document classification, which in turn results in more 

accurate extraction, leading to less keying and improved 

customer ROI. Extraction can be further optimized 

through automatic batch restructuring, for instance to 

sort documents by type so the keying operator can get 

into a keying rhythm, or to move all attachments to the 

end of the batch if they do not require keying. The ability 

to automatically separate documents and efficiently 

correct separation errors contributes greatly to the overall 

effectiveness of a capture system implementation.

Learn-by-example and online learning 

The use of learn-by-example technologies for document 

classification, separation and document extraction is 

essential to providing an accurate and easy to use 

solution. For documents with varying formats such as 

invoices, the traditional approach is to use rules to classify 

the document or to locate data based on the presence of 

keywords, phrases or graphical features on the document. 

However, as the number and complexity of document 

types increases, rules are difficult to configure and costly 



White Paper • Capture the Enterprise – How Capture Can Transform the Mailroom • Page 8

to maintain, making it difficult for IT and AP staff to 

change the system to handle new document types quickly 

and efficiently. In many cases, rules mean programming 

or complex testing, adjustments and re-testing. 

For instance, consider the problem of locating an invoice 

number by searching for one of a list of possible data 

labels near the number. There are many such labels—

Invoice Number, Invoice No, Inv. No., Invoice Num., 

Invoice # and so on—but no list can completely cover 

all the possibilities. If a particular supplier’s invoice 

includes a new phrase, then this needs to be added 

to the list. Every time the list of phrases changes, the 

system’s performance must be retested and there may 

be unforeseen effects. The issue is exacerbated when 

multiple languages are involved.

In contrast, learn-by-example techniques automatically learn 

the key features of each document type through a training 

process which involves gathering samples and “showing” 

the system which documents fall into which class. Once 

the key features have been learned for a sufficiently broad 

set of documents, previously unseen documents can be 

classified, separated and extracted to a high degree of 

accuracy. No manual extraction of keywords, key phrases 

or document features is required, so the configuration 

process is quicker and less error prone.

Learn-by-example does more than remember where 

the data is for each document, sometimes called auto-

templating, which is insufficient in applications with 

many very similar layouts, as is the case with invoices. 

This approach also cannot be used for documents with 

no fixed layout like letters, limiting auto-templating’s 

usefulness in real-life applications.

To maintain system performance and deliver a low cost 

of ownership after the capture project is launched into 

production, it is vital that learning continue as documents 

are processed. Online learning technology allows new 

document types to be incorporated into the solution 

without having to take the capture system offline. For 

example, it should be possible to add the layout of 

invoices from a new supplier or form version and to 

increase the accuracy of extraction for a known supplier 

or form. Such learning is impossible with static template 

or rules based extraction solutions; templates and rules 

do not get updated unless a human intervenes to make 

changes and improvements.

The learning process needs to be simple and 

straightforward. Learning is triggered once all data on a 

document has been extracted and validated. The validation 

operator can tag individual documents for learning or send 

all documents by default. Training commits the details of 

the document to a specific or generic knowledge base so 

they can be used to classify and extract documents of the 

same type when the next batch is processed.

While learning is an ideal way to minimize ongoing 

maintenance costs, the enterprise capture system must 

utilize it intelligently. In particular, tolerance of training errors 

is vital because operators who process large volumes of 
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documents are prone to making mistakes. For instance, 

they may misidentify the subtotal on an invoice as the 

grand total. Robust learning technologies require that a 

field is trained twice before the learning is committed to 

the knowledge base, so sporadic errors are filtered out and 

classification and extraction accuracy is maintained.

Data Validation 

The process of verifying the correctness of extracted 

data using business rules, database lookups and human 

interaction is known as Data Validation. An effective Advanced 

Recognition capture system for the mailroom must allow for 

highly accurate, highly efficient, easy-to-use data review 

and correction by multiple operators, from any location.

Allowing multiple users to validate data increases data 

accuracy, increases efficiency, and is important when 

handling sensitive data, for example finance, healthcare 

and government documents. One set of users can 

specialize in keying single character OCR rejects from 

a form for speed and efficiency; for maximum data 

accuracy, another set of users can double-key extracted 

data, step through and confirm or edit existing data, or 

simply read through previously entered data. This “multi-

user validation” is vital for ensuring the correctness of 

critical data such as loan or deposit amounts, and reduces 

costs and delays that would otherwise result from 

downstream processing errors. Multi-user validation also 

increases data security. Highly sensitive data fields can be 

assigned to trusted users, while less sensitive data fields 

can be keyed by general, entry-level personnel.

Usability of the validation interface is an often overlooked 

factor in measuring a capture system’s return on 

investment. The interface must appear modern and 

conform to common UI standards, be intuitive and easy 

to use and allow for customizations to suit individual 

users and user groups, and provide fast keying, inter-field 

and inter-page response times. The better the keying 

operator’s experience, the more document throughput will 

be achieved, increasing overall return on investment.

Return on investment also improves when low-cost 

operators in remote locations can be deployed for data 

validation and verification. This requires the use of a web-

deployable thin Validation client. Thin client validation and 

verification allows extracted data to be reviewed over 

the internet using a web browser—no local software is 

required, so deployment and support costs are lowered. 

Remote applications can be rapidly deployed by making a 

URL and login available to the remote team, and they can 

start validating or verifying batches immediately. Remote 

Validation helps lower labor costs and leverage local 

resources and language skills.

Finally, the capture system must also allow for validation 

against databases, both for comparison and for pre-

population of field data. This saves an enormous amount 

of time correcting erroneous recognition data, and 

entering new data. For example, extracting the purchase 

order number from and invoice and cross-referencing to 

an ERP system can pre-populate the remaining fields, 

allowing the operator to just skip over them. For more 

complex scenarios, the Advanced Recognition capture 

system provides a robust and accurate way of searching 

and matching customer and supplier details contained 

in documents to corporate databases. As a result, the 

sender of the document can be reliably identified and the 

document can be sent to the correct workflow process 

with the correct information extracted – with no need 

to perform manual matching on screen. The recognition 

results do not have to be perfect, either. The imperfect 

text can be matched to the database in a fuzzy way that 

accounts for errors, producing a list of possible matches. 

If the best match is clear then the data is extracted 

automatically and fed to the downstream process. If it is 

not clear then an operator simply has to pick the correct 

match from a drop down list.
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Case Study 

Established as a state program in the 1970s, the Office of 

Recovery Services (ORS) is an agency located within the 

Utah Department of Human Services that is dedicated to 

providing child support services and support for children in 

care. ORS administers the state Child Support Services, 

Children in Care Collections and Medicaid Collections 

programs.

ORS manages more than 90,000 child support case files, 

and receives 80,000 pieces of new mail each month that 

need to be distributed to case workers located throughout 

the state of Utah. Lost files, missing files, and information 

and workers spread across the state made quick and easy 

access an increasingly difficult challenge. ORS sought a 

technology solution that would allow it to digitize its case 

files and make them centrally available electronically 

throughout the agency, and as a result, allow it to increase 

customer service levels and process cases more quickly. 

ORS implemented a digital mailroom solution that allowed 

the organization to proactively capture all new documents 

received in the front office in the form of inbound mail, to 

help cost-effectively solve the challenge moving forward. 

ORS uses the solution to digitally process and distribute 

more than 80,000 pieces of mail per month. Now when 

mail arrives at 5 a.m., it can be quickly scanned and 

distributed electronically throughout the state, as well as 

to select virtual home offices, often, by 8 a.m. that same 

morning. Previously, the process took more than 24 hours 

using manual paper distribution within an office and up to 

a week if the document had to move to a different office 

throughout the state.

This is an important benefit that allows for greater 

productivity across the organization. For example, case 

workers have a specific timeframe within which they 

must open a new case. The electronic mail distribution 

automates the process and as a result, case workers can 

meet this window of time and open new cases much more 

quickly than before – all without spending time researching 

or looking for documents and files. In addition, the solution 

has helped address the situation of lost mail as there is a 

way to track it and assign accountability to prove it was 

delivered. In return, ORS is able to better address customer 

inquiries as their customer service units can quickly access 

relevant documentation electronically.

ORS also undertook a back record conversion project to 

digitize existing records representing 90,000 child support 

cases in the state, which translate to approximately 6-7 

million pages of paper documents. This project utilizes the 

same capture, classification and recognition technology as 

the digital mailroom. Previously, these files were stored 

across several office locations throughout the state in 

filing cabinets, which took up much needed office space 

and created challenges when records needed to be 

accessed by case workers or attorneys at a moment’s 

notice. With digitization, case workers no longer need to 

retrieve paper files to complete their work. Previously, the 

documents were stored in filing cabinets, so if one 

employee pulled the file, it wasn’t available for the next. 

Now that they are all electronic, multiple employees can 

work on the same case at the same time, helping to 

increase productivity and better serve customers. ORS is 

now 100% digital. 

The ability to digitize ORS’ documents was also important 

for attorneys conducting research for court hearings, 

a common occurrence in child support cases. Often, 

these cases must remain open for long periods of time. 

If a paper document or file goes missing, it could result 

in the delay of a court trial and as a result, a delay in 

support payments to children in need. Attorneys now 

can use a wireless laptop during a hearing to download 

entire files instantaneously from the courtroom. The 

immediate access to information creates efficiencies once 

considered unachievable.
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Is a Digital Mailroom for You? 

Modern Advanced Recognition technologies have made 

digital mailroom solutions practical and cost effective, and 

are delivering ROI to organizations around the world. 

Before implementing solutions, all these organizations had 

identified one or more of the following challenges:

• Poor customer and supplier service caused by slow 

ingestion of incoming documents into business processes.

• High document sorting and data entry costs, either in 

the mailroom or at a departmental level.

• High exposure to compliance risk arising from data 

security issues, particularly as a result of handling paper 

documents throughout the lifecycle of a process.

• High on-site document storage costs resulting from high 

volumes of incoming paper mail, high real-estate costs 

and long-term document retention requirements.

If you currently experience similar issues, there is a good 

chance that automating the capture of incoming mail will 

enable you to drive process efficiency, create competitive 

advantage and reduce costs.

 
 

About Kofax 

Kofax plc (LSE: KFX) is a leading provider of capture 

enabled business process management solutions. For 25 

years, Kofax has provided award winning solutions that 

manage the capture and streamline the flow of business 

critical information throughout an organization in a more 

accurate, timely and cost effective manner. These solutions 

provide a rapid return on investment to thousands of 

customers in banking, insurance, government, business 

process outsourcing and other markets. Kofax delivers 

these solutions through its own sales and service 

organizations, and a global network of more than 800 

authorized partners in more than 70 countries throughout 

the Americas, EMEA and Asia Pacific. 

For more information, visit www.kofax.com.


