
 

   

 

                     

 

Effi-File is an innovative Records and Document Management System designed to streamline 

the organization, storage, retrieval, and security of vital records and documents within 

organizations. By providing a centralized, user-friendly platform, Effi-File aims to enhance 

operational efficiency, ensure compliance with regulatory standards, and prevent data loss 

through systematic document management practices. The system caters to diverse 

organizational needs, supporting various document types and facilitating seamless workflows 

across departments. 

 

 

Key features and benefits 

1.​ Centralized Document Repository 

EffiFile creates a secure, well-organized digital repository for all your documents, ensuring easy 

access and retrieval at any time from anywhere. 

2. Streamlined Workflows and Automation 

Automate document creation, review, approval, and distribution to optimize your business 

processes and reduce turnaround times. 

3.​ Powerful Search and Retrieval 

Advanced search capabilities enable users to find documents quickly and accurately, saving 

valuable time and improving productivity. 

4.​ Enhanced Accessibility 

Authorized users can securely access documents remotely, supporting flexible working 

arrangements and business continuity. 

5.​ Cost Savings and Resource  

Optimization Reduce reliance on paper, printing, and physical storage, leading to significant 

cost reductions and an environmentally friendly approach. 

6.​ Disaster Recovery and Compliance 

Safeguard critical documents with secure backups and audit trails, supporting regulatory 

compliance and business continuity. 



Scope: 

1.​ Payment request 

2.​ Generic /Executive request 

3.​ Letters - incoming and outgoing - Including a letter tracker - Received, responded to, 

pending, Assigned 

4.​ Leave 

5.​ Reports 

6.​ Storage - records filing 

 

Users 

 

 

Functional requirements 

1.​ User authentication and authorization  

o​ Secure login and user registration. 

o​ Role-based access control to restrict functionalities based on user roles (e.g., 

Administrator, Staff, Auditor). 

2.​ Document storage and organization  

o​ Digital storage of various document types (PDF, Word, Excel, images, etc.). 

o​ Categorization and tagging of documents for easy retrieval. 

3.​ Document indexing and metadata management  

o​ Ability to add and modify metadata for each document (title, date, author, 

keywords). 

o​ Search functionality based on metadata and content. 

4.​ Version control  



o​ Track and manage multiple versions of the same document. 

o​ Maintain a history of modifications and revisions. 

5.​ Document retrieval and search  

o​ Advanced search options with filters and keywords. 

o​ Quick access to recently viewed or frequently accessed documents. 

6.​ Workflow management and approval  

o​ Define document workflows for review and approval. 

o​ Notifications and alerts for pending tasks or approvals. 

7.​ Security and backup  

o​ Data encryption and secure access protocols. 

o​ Regular automated backups and restore options. 

8.​ Audit trail and reporting  

o​ Log all system activities and document actions for accountability. 

o​ Generate reports on document usage, status, and audit trails. 

9.​ Integration and compatibility  

o​ Ability to integrate with existing enterprise systems (e.g., ERP, CRM). 

o​ Compatibility with various operating systems and devices. 

o​ Mobile friendly 

10.​User support and training  

o​ Helpdesk and user support features. 

o​ Tutorials and user guides for system adoption. 

 

 

 

 

LOGIN PAGE 
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USER HOME PAGE/ USER DASHBOARD 

 

 

 

PAYMENT REQUEST 

 



             

 



 

 

 

 

 

EXECUTIVE COMMITTEE APPROVAL 



Form structure 

Approval stages: Executive management with the CEO/Executive Director receiving the 

document last after all other Executive managers have approved. 

Subject 

CC – (Copy members of staff to be in the loop of the request) 

Details 

Attachments – attach multiple documents (Excel, word, PPT, PDF) 

Submit 

 

 

 



 

 

 

 

 

 

LETTER DRAFTING 

 

 

 



 



 

 

 

 

 

 

 

 

 

FILE REPOSITORY: 



 

Folders in the repository 

Incoming Letters and Emails 

Outgoing Letters and Emails 

Invitations and Notices 

Client Contracts 

Supplier/Vendor Agreements 

Procurement 

Finance 

Invoices (Incoming and Outgoing) 

Bank Statements 

Financial Reports 

Employee Records 

Recruitment Files 

Leave  

Training and Development 

Projects and Operations 

Minutes of Meetings 

Event/Workshop Records 



Legal and Compliance 

Office Management Records 

Asset Register 

OTHER Documents 

 

 

 

 

APPROVAL PROCESS 

​ Initiator submits a request 

​The initiator’s signature is appended onto the request 

​The first approver receives an email notification and the request reflects on their 

dashboard. 

​The email has a link to the request 

​Once the approver clicks approve, there is a comment section where the approver can 

leave a comment 

​Once the approver clears, their signature is appended on the request 

​Every approval is reflected on the initiator’s dashboard in realtime 

​ If they reject, the request is sent back to the initiator to make changes per the 

approver’s comments or other action 

Payment 

 

 



 

 

 

 

 

 

 

 

 


