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Case Study

Client Overview:

Headquartered in Santa Ana, California, Transpacific
Management Services (TMS) was the first community
association management firm in Orange County. TMS currently
represents over 250 communities and 30,000 homeowners in
the Los Angeles, Orange, Riverside, San Bernardino and San
Diego Counties. TMS is one of only a select few companies
statewide to receive the Certified Management Firm designation
from the CACM.

Problem:

TMS was looking to improve efficiencies in three areas of
document processing: Accounting, Governing or Escrow
Documents and Board Folders.

Invoices had to be sent to the appropriate property for
management approval prior to being submitted to the
accounting department for data entry and payment. Since the
accounting department receives several invoices every day, this
process of paper routing caused lengthy delays in payment.

The Governing Documents department makes several requests
for documents including: Meeting Minutes, CC&R's, Insurance
Policies, Budgets, and Escrow documents. When these
requests are made, TMS employees must locate the proper
document, make copies and distribute it appropriately, typically
via USPS. TMS usually keeps multiple copies in inventory to
facilitate quicker distribution for the larger documents.

However, duplicating, distributing and maintaining these
hardcopies proved to be problematic as office space gradually
decreased and processes became more time consuming.

Property Managers amass pertinent documents throughout the
month that need to be shared at the monthly board meetings.
They publish documents into a Board Folder packet for each
association. These packets were difficult to organize since
different people had access to them.
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Solution:

MWB's PrinteGration analysis of TMS's work flow recognized
that an in-house Electronic Document Management System
(EDMS) would be the best solution to the problems of the
Accounting, Governing Documents and Board Folder areas.
MWB determined that over time, the EDMS would be cost
justified by providing significant time and space savings.
Additionally, it will also administer cost savings when
compared to outsourcing.

Users in the accounting department can scan invoices at any
location they are received by using a network connected
Sharp MFP. This enables them to index the documents on
the MFP as they are being scanned. Based on the index
data, the invoice is then automatically routed to the
appropriate property manager for approval. The property
manager also completes the index fields and that data is
used to automatically populate TMS's accounting system
while simultaneously verifying data consistency.

The Governing Documents department has also scanned all
of their master files and is now able to located necessary files
immediately. These documents can be printed to any of the
office printers. Furthermore TMS can also easily distribute
files via e-mail or burning to CD's since all documents are in
electronic format.

The Board Folder documents are now stored and indexed
electronically. As new documents are received or created,
the property manager places them into the EDMS and
indexes them appropriately. They no longer have a need to
store hard copy documents in filing cabinets.

Benefits/Summary:

The accounting department has experienced immediate cost
and time savings with regards to routing and authorizing
invoices. They have also seen huge productivity gains in
data entry and in document retrieval.

The governing documents department no longer maintains an
inventory of hardcopy documents. This saves on office space
and significantly speeds up their process of finding,
duplicating, and distributing documents. They now also have
the added benefit of having all of their documents backed up.

The board folder documents can now be easily shared with
supervisors and other property managers without the fear of
losing documents. Each month the property managers are
able to locate document images and assemble the board
folder automatically. Moreover, they can print and collate
from their desktops.

By selecting MWB as their partner, Transpacific Management
Services has successfully brought the scanning of invoices
and documents in-house. In addition, MWB has also linked
the document management system with TMS's accounting
system. This solution provides real-time access to their
documents, and will enhance their cost, space and time
savings. TMS has seen immediate results and continues to
imnrove their Retiirn on Investment (RON
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