
Digital Mailroom Automation
Improve ef昀椀ciencies and reduce labour time 
and costs with OASIS Digital Mailroom solution

 » Automated correspondece processing
 » Increase overall ef昀椀ciency
 » Time and cost savings
 » Better regulatory compliance
 » Departmental collaboration
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OASIS - Digital Mailroom Solutions

Our digital mailroom solu琀椀on enables organisa琀椀ons 
to process documents from mul琀椀ple sources in 
both physical and digital format. Furthermore, 
documents can easily be shared between 
departments through intelligent work昀氀ow.

Unlike other digital mailroom services, we give 
you the power to add, amend or remove business 
processes, through our user friendly work昀氀ow 
module.

Automate  correspondence  processing

Each type of document (such as invoice, applica琀椀on 
form or contract) is classi昀椀ed based on image, text, 
lines and separator sheets and made readable (to 
the so昀琀ware) by means of OCR (Op琀椀cal Character 
Recogni琀椀on). OCR is a technique that reads le琀琀ers, 
numbers and punctua琀椀on marks from a document 

so that they can be edited and archived. Incoming 
mail is delivered directly into any system via direct 
昀椀le transfer (VPN) and can also be automa琀椀cally 
forwarded to the mailbox(es) of the appropriate 
department and/or person based on precon昀椀gured 
work昀氀ows. Complaints can then be automa琀椀cally 
forwarded to the Customer Service Department and 
invoices to the Administra琀椀on Department.

Increase overall ef昀椀ciency
There is an age-old saying within the business world 
that remains relevant to this day – 琀椀me is money. 
Should you con琀椀nue to use the older method that 
revolves around paper, you will have to delegate 
a number of employees to spend countless hours 
sor琀椀ng through the documents which also can be lost. 

What is Digital Mailroom?

Our solu琀椀ons allow you to sort hundreds of documents received 
by mail, digital or physical and categorise for easy access
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This manual process is extremely 琀椀me consuming 
and takes 琀椀me away from skilled individuals that 
could be focusing on other core business tasks. If you 
are looking for a cost-e昀昀ec琀椀ve solu琀椀on for receiving 
high volumes of le琀琀ers, look no further than a digital 
mailroom.

Time and cost savings

Because fewer manual opera琀椀ons are required, a lot 
of 琀椀me is saved, and opera琀椀onal costs are reduced. 
Just think of manual opera琀椀ons such as storing mail 
(temporarily), sor琀椀ng it, delivering it and perhaps 
keeping track of whether or not mail has been 
received when someone is not in the o昀케ce. This is 
now a thing of the past with the digital mailroom. 
Mail is scanned, op琀椀onally data can be classi昀椀ed and 

extracted, and then delivered.

Better regulatory compliance
Regardless of the industry, organisa琀椀ons across 
Europe are required to adhere to a number of 
growing governmental regula琀椀ons regarding 

client con昀椀den琀椀ality and personally iden琀椀昀椀able 
informa琀椀on (PII). Iden琀椀ty fraud has become an 
increasingly prevalent issue in recent years, so the 
storing of informa琀椀on must be closely monitored. 
By adop琀椀ng the method of document scanning and 
digital inges琀椀on u琀椀lising a digital mailroom, you 
are able to hide con昀椀den琀椀al informa琀椀on behind 
extra layers of security, subsequently reducing the 
chances of content being lost. In the long-term, this 
is an excellent way to reduce costs.

Departmental collaboration

There is a reason departmental collabora琀椀on is the 
last point in our list, this is because it is the most 
overlooked bene昀椀t of u琀椀lising a digital mailroom. 
Individuals may be on di昀昀erent 昀氀oors, in di昀昀erent 
buildings or even di昀昀erent countries. Unlike 
tradi琀椀onal post, which needs to be reposted or 
scanned and emailed, digital mailrooms allow users 
to assign to individuals or other team queues for 
review. Not only does this save 琀椀me and money, it 
also helps build interdepartmental rela琀椀ons.

The OASIS Solution
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Republic of Ireland
+353 (0) 1 812 9800

Northern Ireland
+44 (0) 2838 320 700

Great Britain
+44 (0) 1440 760 190

Netherlands
+31 (0)30 2470789

Belgium
+32 14 412 777

www.oasisgroup.com
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