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Correspondence &Workflow Management Solution

Introduction:

Special Communications Commission (SCC) intends to purchase a Comprehensive
Solution for managing internal Correspondence & Workflow. The bidder will be
responsible for delivery of all hardware, software and services requested.

The solution shall be replacing the manual daily manipulating of the
correspondence, which will provide simplicity and ease of searching and retrieving
of the correspondences.

Requirements:

Below is the list of features and capabilities that should be provided by the
proposed Solution:

i. The bidder should own ready-made (Correspondence & Workflow
Management Solution) product which already developed and tested with
minimum two completed references, any bidder will not provide evidence for
owning ready-made product will be disquzlified.

2. Below features are the minimum accepted features. Equivalent or higher
features are accepted as well, and if the bidder adhere to those features and
capabilities shall introduce a demonstration for his solution.

3. The solution offered by the bidder shall adhere to the following principles
(Bidder shall explain how he will comply with the following principles)

IND e , Description ‘ |
Functional Requirements

The solution must be fully bilingual (Arabic / English) for the entire end - user
interface, including tree views, toolbars, menus, and system messages |
The solution shall support transaction movements to be tracked, and to control
3.2 the editing process with keeping track for the all changes that take place to be
reviewed at any time

The solution shall provide detailed statements and reports, including documents

3.1

3.3 issued and received, reports of unfinished transactions, and reports related to
circulars and memo

34 The solution shall provide comprehensive documentation and details about each
' document, making it easy for you to organize and retrieve information efficiently

35 The solution shall provide ability to search for all types of data and for quick access
i to correspondences and files N

3.6 The solution shall have the ability to integrate with active directory

37 End users can add explanations and notes to correspondences, with the ability

printing them ” 1l
L 3.8 The solution shall be provided minimum 100 users with a concurrency of 50 users |




|
|
|

_NO. i, TR __Description M ﬂ
3.9 The solution should be scalable to include more users when required by the SCC
- The proposed solution should have capability to create and modify workflows.
3.10 - The solution shall have ability to create vacation workflow for employees and 10
workflow processes at least, for example maintenance request ..etc i
3.11 The workflow solution should have multilevel (minimum two levels) approval
i mechanism
Ability to add attachment in appropriate ways and using standard templates which
3.12 e i 3
can be edited easily and friendly to the end user
313 The proposed solution shall be robust system with minimum administration tasks
3.14 The solution shall support electronic signature ‘
315 The solution shall provide permissions to end users
316 The solution shall be able to do full functionality (Entry, retrieve, administration)
. from any PC
| 3.17 The solution shall Provide Auto-Complete and auto indexing functions
318 The solution should have separate interfaces for the administrators and the end
users
319 The user interface shall be compatible with different browsers (google chron’ﬂ
i Firefox, Microsoft edge)

{ 3.20 N The solution shall support mandatory, optional and unique fields 7 |
3.21 | All user defined index fields must be searchable S j
390 | The performance of the solution should be highly response in login and any |

: | specific process -
3.23 All security features to be applied on user and/ or group o
3.4 The solution shall support multiple levels of access rights (Delete, Edit, View, Prinr1

‘ ' ...etc)

3‘ The bidder is responsible to handle any security vulnerabilities in any time during

warranty and maintenance period, and SCC reserves the right to test the solution

by third-party

The solution shall provide statistics for users or group for example Productivity
reports, follow up reports... etc

The solution shall provide notifications for any new correspondence to the end
users

All the requested documents, manuals, troubleshooting guides and catalogues
shall be provided

r The bidder shall have a qualified local technical staff capable for
3.29 configuration/installation of the whole system and support SCC team during
warranty and maintenance period
The solution must be fully On-Premise based and must be deployed, installed, and
3.30 supported at the SCC
!ﬁ Systems Integration
End users can be connected to the system using Active Directory in the local
3.31 network
The solution shall be compatible with different operating system of end users (W7,
3.32 W10, Wi1)




Description e il

Scanning

The solution shall include the ability to scan documents, and add indexing to the

ey data, noting...etc.
334 The solution shall support a wide range of scanners. Include a compatibility list for
the scanner
335 The solution shall support black and white, grey scale, and colored images having
any dimensions B
336 The solution shall Scan documents throw the system directly by scanners without
) third-party software
Software & licenses version
337 All software licenses are required to be the latest versions by the respective biddﬂ
: for all products to support the requirements
Hardware
3.38 The bidder is required to offer all the hardware required to deliver its solution
The solution shall be designed in High Availability Mode with no single point of
3.39 failure. Application & Database servers shall be configured in HA (Active-Active)
Mode in separate physical servers to enable redundancy
3.40 The proposed solution shall support storing Data on RAID storage, NAS and SAN
storage or any Storage solution _.
i 3.41 Thev bidder shall do all implementation needs and deliver its solution in SCC
‘_ environments = A
‘ Warranty |
342 | Warranty period shall be 24 months from the final acceptance of the whole
system
| 3.43 Warranty shall cover hardware and software
3.44 All software updates during warranty period shall be provided to SCC free of
i charge
Training ﬁ
Local training course:
3.45 - (2) working days for Administration (4 persons)

- (2) working days for End users (8 persons)

4. The bidder shall make point- by- point compliance sheet to all items of the
present requirements, any missed, not clear or blank answer shall be considered
non-compliant.



