VAEXxchange

Online Document Management
for Virtual Assistants and

their Clients It’s a virtual world. VAExchange

addresses the business needs of
Virtual Assistants and their clients
by providing a virtual file cabinet for
sharing documents and files with
greater flexibility and security.

VAExchange features business
productivity tools, including:

- online document management
- electronic signatures

- integrated scanning software

- paperless faxing

- email links

- instant notifications

Your website.
Your online tools.
Your virtual file cabinet.

www.FileWorks.com



The hub of
VAExchange
is a

virtual filing cabinet

With VAExchange:

v Eliminate the risks of keeping
sensitive documents on laptops or
in paper format

v/ Access your files over the Internet
with any laptop or pc

v/ Receive and send faxes online—
without a fax machine

v/ Set up alerts to notify you when
files arrive, documents are signed
or faxes are received

v Protect your clients' documents

v/ Use VAExchange as your in-house
intranet to collaborate with
employees and contractors and
as your extranet to collaborate
with clients

v/ Link remote or home offices

v Link to your clients’ accounts
to facilitate collaboration

v/ Deploy files quickly among
work groups

v/ Send group notifications by
email or text message to alert
work teams when documents
have been added or actions
have occurred within a folder

v/ Control access to each folder

v/ Save money on off-site storage
rentals, shredders and secure
disposal services

v/ Expand your services

ww.FileWorks.com

Integrated Scanning Software

FileWorks’ custom scanning software quickly saves paper documents
from your scanner directly into your or your client’s account. With the
scanning interface:

- Scan multiple documents in one batch
- Select from pre-set scan options or define custom scan settings
- Rotate scans prior to saving them

- Index scanned documents with the indexing wizard while
saving them to VAExchange

- Move on to other work as scans upload in the background

Electronic Signatures

Electronic signature technology was recognized as a valid form of
commerce in the United States by the ESIGN Act in the year 2000.
The European Union passed similar legislation in 1999.

Electronic signature technology allows you and your clients or
contractors to sign contracts, purchasing agreements, hiring forms
and other legal documents online. The signature is electronically
linked to the document and is stored
with the document in your account _
until the document is deleted. vserals
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Electronic signature technology is a tool that can enhance your
business approval process. Use electronic signatures to approve
proposals, plans, designs, presentations, text, purchase orders
and more.







