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Section I: FineDocs Scanning

Introduction

FineDocs Scanning Interface allows only the authentic users to upload files or scan
documents in FineDocs Web Interface. It provides efficient scanning and quality
control features to convert paper documents into electronic documents. FineDocs
also allow the user to combine up to 1000 images or other files in one single Batch.
The Batches are uploaded on the FineDocs Web Interface for document
management. A Batch can contain different file formats, such as .pdf and .doc
FineDocs provide scanning facility to scan documents in different image formats,
such as .tiff and .jpeg. After scanning, these documents can be stored in a Batch file
and the Batch can be uploaded to FineDocs.

The FineDocs Scanning Solution is a combination of two programs;
FindocsScanConfiguration.exe and FineDocs Scan.exe. The first Application is used
to create a template which is used by the second Application to index and upload
document Batches.

Template created using FindocsScanConfiguration.exe can be of two types
depending on the Index Type preferred:

Template with Offline as the Indexing Type: Indexing is done for a Batch before
uploading it into FineDocs Web.

Template with Online as the Indexing Type: Indexing is done online after uploading
a Batch to FineDocs Web.

Note: Batch creation method differs in how an Offline Batch is created and how
Online Batch is created. The difference has been discussed further in the following
section.
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Section II:  FineDocs Scanning

FineDocs Scan Interface depends on Template set with FineDocs Configuration
application. Interface that opens for template with offline as indexing type is slightly
different from what it opens for template with online as the indexing type.

In this section we shall understand uploading a Batch without indexing in case of
online indexing and indexing a Batch before uploading it in case of Offline indexing.

We will also understand all other operations required to successfully execute
Scanning and Indexing operations.

Chapter 1: Scanning Interface
Scan Interface

Scan interface comprises following to let one create and upload a Batch. Interface
that opens for Template with Offline Indexing type is slightly different from
Template with Online Indexing type.

In Template with Offline Indexing Type (Offline Template) interface has two panes
to work on a Batch; Left pane is used for Indexing and Right pane for Document
View.

In Template with Online indexing type Document view has no left pane options to
index the Batch.

Although the Menu and Toolbar option appears common for both; 1. Interface for
Offline Indexing type and 2. Interface for Online Indexing Type, there are marked
differences in Menu options and Toolbar options.

Manual explains Menu and Toolbar options commonly, however Menu options and
Toolbar options unique to the Offline Template or Online Template has been
mentioned wherever necessary.
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Interface for Template with Offline as the indexing type

Batch Help  Exit

] @]
Batch : | |§| Record @ | Page I:l |
=
Wendor Mame :
Wendor |0 :
Date :
9] | :l | j ) Reset
d| Set
|B Save | | Upload | | ) Status
Menu Items

Tool Bar Options
Left pane Batch options (Upload, Save and Status)
Document View window on right

A WN R
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Chapter 2: Menu and Functionalites

Batch Menu

A Batch is collection of document-record scanned together as a single unit. File
saved on local machine too can be added / appended to a Batch.

A Batch has auto generated name based on the Template. Template is set through
FineDocs Scanning Configuration. A Batch is guided by the attributes of Active
Template. Several Template can be configured however only one is set as Active
Template.

Under the Batch Menu, there are several menus options to perform Batch
operations such as creating a new Batch or opening a saved Batch.

Options on Batch menu:

New

Open

Export

Discard

Commit (Online)
Close

oUuhwNE
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A Batch gets a name automatically by itself as per the name set in the template.

To overwrite to auto generated Batch name select-highlight the name and overwrite
to it.

Batch Help  Exit

EY [ B @
8 om ol e o] ] |
gg Discard r

&} sctiveterpatci®@ L "

g? Close :
- |

= = | == =T

A| Set
|BSave | | Upload ‘ | ) Status

1. Click New on the Batch menu. A pop-up shows an auto-generated name for
the Batch as set under Active Template. To change the auto-generated
name delete or type over the current name.

2. Click on Create button. A new Batch is created.
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] @]
Batch : | |§| Record |§| | Page l:l |

Wendor Marne
Wendor |0
[rate

el el ] =

L5 create Batch e

Please Enter the Batch Name :

') | :l | :l = Reset
|B Save | | Upload | | ) Status

After a Batch is created several indexing options are set for the Batch. The indexing
options (Dataclass and Descriptor) are used to index Records under a Batch.

Scan Menu
The Scan menu contains various options that help scan and store the document in
a Batch in FineDocs. The Scan menu options are as followed:

Select Scanner
Append

Insert After
Insert Before
Append From File
Exit

Uk wWN =

Select Scanner
The Select scanner option allows you to select a scanner to scan documents using
FineDocs. To select a scanner:

1. Click Select Scanner on Scan menu or press the Ctrl and C key
simultaneously to display the Select Source dialog box, as shown in
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Figure:

Select Source x|

Sources:

FUJITSU £i-4120Cd; 9.11 (3
WlaA-fi-4120Cd; 1.0 (32-32)

2. Select a scanner from the Sources list box and click the Select button to
select scanner for FineDocs Scanning.

Append
The Append option allows you to scan a document and add it to a Record or Batch

in FineDocs. To scan document follow the steps:

1. Place the document to be scanned in the scanner.
2. Select Append or click the Append from Scanner button on the toolbar to
display the TWAIN Driver (32) dialog box, as shown in Figure:

Y, TWAIN Driver (32) i x|

o 1 2 3 4 5§ 6 7 8 mageScanner fi-4120Cd] 16MB  Browse...
0 Setting Files: ll:IU : Current Setting Ll Config...
1 | Scan Type:
2 o =
: I— 2| 2004300 :I Z.] ADF (Front Side) >
: '_3,:,,:, 4 dpi Paper Size:
E I Predefine Z7T| Letter [85x11in) = J
7 [T Eneble Software [PC
8
Front I I~ Individuaf Setting
9
10 Image Mode: Brightness:
A= — I'_- 128
& |,§-= Black & White :I —NIE——
12 —
12 BlackAwhite: Threshold:
> fStatic Thieshold =l ) s
Scanning Area inch | o Coidisat —
alftane:
Le.  [oo000  Tep [0o000 | il B i — [izs
Width: 8.500 Length: |1 1.000 L —
Scan Preview I
Close | Reset | Option... | Hep |  about. |
|To operate setting files, load, add, delete. |Data Size about: 1.0MB
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3. You can modify various scanning properties, such as brightness and contrast
on the TWAIN Driver (32) dialog box.
4. Click the Scan button to scan and add the document to the Batch.

Append From File

The Append from File option allows you to add to a Batch either a scanned
documents or an already available file.

To use this option:

1. Select Scan > Append From File or click the Append From File button on the
toolbar to display the Select File(s) to append dialog box, as shown in

Figure:
Sc Help  Exit
j Select Scanner Ctrl+C E? @
B h 1 | |§| Record @ | Page I:l |
Jﬁ Inzert After

ex Y alues
fEI Insert Betfore
Yend
= -
(PR Bl . opend From File *

— x
Date | [0] Exi Cirix

" Account Payables | ::l | :‘ 57 Reset

[=f] Set

|B Save | |-/_}Uplnai | |'C_?,Jﬁlalm
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| B B
Batch: Dfffine Batch_1 | ] Page [ | |
RO <o viete)toppona [
YWendor Name Look ir: |! Diesktop j £ EE-
Hermin([D = EE my Documents
Date rhe 86 1y Camputer
My Recent ¥y Network Places
ez MNew Folder
Desktop

i
My Dacuments

1A
" Account Payables o e o

My Computer
L
-

My Network  File name: “
Places

Open
Cancel

Lo L

Files of type: | TIFF Files "4

|B5ave ‘ |—/}Upload ‘ |“_?,35talus

2. Specify the path where the files to be inserted are stored, using the Look in
drop-down list box and click the Open button to add selected files in the
Batch.
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7Eatch Scan  Wiew Image Process Recognition Import Create Records Help  Exit

& H R ABDEEE T e | = EE

Batch: Offfine Batch 1 | [@] Record -1 of 1 ] | Page of 3 |
™ Retain Index Walues = = a
Vendar Name [ Apr 04 07 01 35p  Markeering 7707678330 k2
Wendor |0 ,7 ’
Date ’7 : M o

HTAEI TEAR
March 20, 2007

To Whom It May Concern

Dear Sir / Madam,

‘We would like to invite Mr Rajan Bhanot, who 1s currently working with
Pyramid IT Consulting Pvt Ltd {Pyrarmd) to visit our office Matna Healthcare
Inc , 1850 Parkway Place, Maretta, GA 30067 starting from the week of Apni

" Account Payables 3: 3: 9%, 2007
[#] Set Pyrammid IT Consulting Pvt, Ltd (Pyramid) has its reqistered Office at 325, Tarun

Fnclave, Pitampura, Delhi - 110034, Incha and software development facriity at
D 26, Sector 63, NOIDA, UP, India

Mr Rajan Bhanot who 1s currently part of the team providing services to Matria
at Pyramd’s offshore center 1s required to be in the US for a period of 3
months Dunng his stay, Mr Rajan Bhanot will be involved n gathering
requirements for new applications, be trained on additional applications that
we are planmng to outsource the maintenance to Pyrarmd’s facility and
understand the processes to be followed for subsequently undertaking the
development and support from Pyramid’s offshore facility in Incha

Duning his stay, Mr Rajan Bhanot will continue on the Indian Payroll of Pyramid
at his current salary Pyramd will provide him wath a per dem allowance for
food and incidentals, giving him sufficient funds to support mmself while in the
US Al of his other travel and living expenses including airfare, housing and car
rental will be taken care by Pyramid

[Bsave | [2Upload | [ Status | De let us know 1f you have any further questions

The uploaded Documents can be seen on the interface.
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Chapter 3: Indexing Records (Offline Batch)

Indexing Records (Offline Batch)

Indexing of Records using FineDocs Scanning interface is done for Batch which has
Offline as the Index Type. In case of Template which has Online as the Indexing
Type indexing is done online after the Batch has been uploaded/committed.

The documents in a Batch are divided into logical Records containing pages.
Records are formed based on the Separation Type set for the Active Template. If
a Batch has say, 100 pages, and a page separator of blank page is inserted after
every 4 pages, then the entire Batch of 100 pages is divided into 25 Records.

In Template with Offline Indexing Type (Offline Template) interface has two panes
to work on a Batch; Left pane is used for Indexing and Right pan for Document
View.

Batch Scan  Wiew Image Process Recognition Import  Create Records Help  Exit
# HaapBhEEREDHe | ORSHEG
Batch: Dffline Batch 1 | [@] Record :1of 1 o | Page of 3 |
I Retain Index Yalues “ B
Yendor Name Tata . Apr 04 07 01 3sp Marketring 7707678230 P2
Wendor D ’A123— :
Date 12 March 2008 " T 4

MFAETIKAR

March 20, 2007

To Whom It May Concern

m

Dear Sir / Madam,

We would Like to invite Mr Rajan Bhanot, who 1s currently working with
Pyramid IT Consulting Pvt Ltd {Pyrarmd) to visit our office Matna Healthcare
Inc , 1850 Parkway Place, Maretta, GA 30067 starting fram the week af Apnl

% Account Payables |3 :I ‘3 :I & Reset 9% 2007
[] Set Pyramid IT Consul Pvt, Ltd (Py } has its reg; d Offwce at 325, Tarun

Fnclave, Pitampura, Delhi - 110034. Incha and software development l’acmw at
D 26, Secror 63, NOIDA, UP, India

Mr Rajan Bhanot who 1s currently part of the team providing services to Matria
at Pyramid’s offshore center 1s required to be in the US for a period of 3
months Dunng hus stay, Mr anan Bhanot will be nvolved n gathering

requtr for new , be trained on additional apphcatian: that
we are planmng to outsource the maintenance to Pyrarmd’s facility and
understand the processes to be followed for subsequently undertaking the
development and support from Pyramid’s offshore facility in Incia

Duning his stay, W Rajan Bhanot will continue on the Indian Payroll of Pyramid
at his current salary Pyrarmd will provide him wath a per diem allowance for
food and incidentals, giving mim sufficient funds to support mmself while i the
US All of s ather travel and living expenses including airfare, housing and car
rental will be taken care by Pyramid

[=]Seme £ Dfle=d | S Do let us know if you have any further questions
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Index Pane as in figure above has two sub-section to index the open Record.

1. Descriptors
2. Dataclass

Descriptors

All the descriptors created in the template are listed in the top left panel of the
screen.

The descriptors of auto-fill type have a drop down list adjacent to them which is
populated with the auto-fill values. These are the possible values which this
descriptor can take during indexing.

The descriptors which are not of auto-fill types have a text box adjacent to them.

The descriptors which are of the type “Required” or "“mandatory” have an asterisk
(*) placed adjacent to their text box or dropdown list. The User has to enter values
for these descriptors while indexing.

B ENEENDe O RER
Batch: Offline Batch 1 | [0 Record :1of 1 o] | Page of 3 |

V¥ Retain Index Values
“Wendor Mame Tata -
Wendor ID 4123 "
Date 12 March 2008 ’ n hmnmmmnm4mm¢mmm
FCAs.

2) The Firm should beve been registersed with Comproller and
Anditor General of India as wall as Raserve Bank of India for

m

3) The average tTurnover of the finn for the last year three years
shonid ba at laast Bs 36 Jacs.

FineDocs 'E

By ull axpechence. team of professioasls to
mant within tha tims schadula spacially

.
\l} FineDocs : Dataclass-Descriptors Yalues Saved g axpart w of m of tha

& fcoountPayables |1 =3 = ting standards.
O

The time fume for the aftressid swigoment will be three months froms the
woard of job.

+ ‘Ocher Conditions

The office of the Offical Liguidetor shall provide suificient mmober of
pnd other Infastractore reguined for the

evsipunent.

s Blds
The offer shall be in two parts (i) Scperate First offer for Techuical proposals
and (1) Second offer for Finmmcial propoesals

|E5ave | |—/}Upluad ‘ “__; Status

i _Terhwiral Pronmsk b
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DataClasses

Document DataClass

The entire document Data Classes created in the template is listed in the bottom
left pane of the screen. A specific document Dataclass can be selected by checking
the appropriate radio button adjacent to it.

On checking the respective radio button the two “UP” "DOWN" counters adjacent
to that data class show the maximum page range of the current record along with
the option of setting or re-setting the counters using the set and reset buttons in
the same panel. All these Data Classes are internally linked to the descriptors in
the top left panel as per the relations defined in the template.

Folder DataClass

The folder data class created in the template (Optional) is not shown in the screen
but is internally linked to the appropriate descriptors in the top left panel of the
screen. The value given to the descriptor of the folder data class corresponding to
the folder name is used to create a folder under the Volume, cabinet and the folder
selected in the template. This is the folder where the documents are uploaded.

Note: If no folder Dataclass is selected / created in the template the documents
are uploaded directly under the root folder selected in the template.
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Uploading the indexed Records to FineDocs Server

Upload button allows the user to upload the Records with its indexing (Dataclass
and Folder Dataclass with their Descriptors values) to the FineDocs server.

F A wRaBhEREED |9 RS-
Batch : Offline Batch 1 | [@ Record-10f 1 O] [ Page of 3 |

¥ Retain Index Values

Wendor Mame Tata )

Vendar 1D 2123 .

Date 12 March 2008 : 1) The firm shoudd heve af least 4 partners. out of which two naust
be FCAS.

2) The Fiom should beve been with ond
Anditor General of India as well as Reserve Bank of India for
B Login |

9 of the firm for the last yeor three years

m

of
Password hmant within tha tims scheduls specially

" Account Papables |3 ::I ‘3 :3' & Reset
[v ok | [©cancel |

The time fume for the aforesnid owsigoment will be timee monihs oo the
wwrand of job.

+ ‘Oher Condirions

The cffice of the Official Liquidetor shell provide sufficient omoler of
mnd other infastruchore reqguined fr the

assipmment

5 Bids
The offer shall be in two parts () Seperate First offier for Techanical proposals
and () Second offer for Finamcial proposals

|B5ave | I-’}Upload | "E)Slalus

i Terhwiral Pronouals

Note: You will have to log into FineDocs™ when you click on upload button, if you
are already logged in the Records are uploaded without prompting you to login.
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Batch: Dffline Batch_1 | [0 Record 10of 1 o | Page of 3 |
[~ Autolndex [v Fietain Index Values T e
Vendar Mame Tata : Apr 04 07 01 3sp Marketring 7707678330 2
Yendar 1D AT23 :
Date 12 March 200§ : T "

A TIKAR
March 20, 2007

To Whom It May Concern

Dcar Sir / Madam,

. , who 15 currently working with
FineDocs E| to visit our office Matna Healthcare
10067 starting from the week of Apnl

\l) FineDocs: Documents Successfully Uploaded

& Accounts Papable |1 ::l |3 ::l %5 Resst
|#] Set

has its registered Office at 323, Tarun
B and software development facility at

Mr Rajan Bhanat who 15 currently part of the team prowniding services to Matria
at Pyramid’s offshore center 15 required to be in the US for a period of 3
months During his stay, Mr Rajan Bhanot will be mvolved n gathering

requirements for new applications, be trained on additional applications that 0
we are planmng to outsource the rnainterunne to Pyramid’s facility and
understand the pr to be followed for subsequently undertaking the

development and support from Pyramid’s offshore faduw in Incha

During his stay, mr Rajan Bhanot will continue on the Indian Payroll of Pyrarmid
at his current salary Pyrarmad will provide him wath a per diem allowance for
food and incidentals, giving mm sufficient funds to support mmself while in the
US All of s other travel and living expenses including airfare, housng and car
rental will be taken care by Pyramid

Do let us know 1if you have any further questions

|B5ave | |{}Upluad | |(_?_DStalus | Smaerely Y,
N 1 1 I I I I 4 E -

The Record will be uploaded directly into the FineDocs with predefined rules, path
& Data class values.

Confidential Document 17



Confidential Document Acyutah Technologies Pvt. Ltd.

¢S ACYUTAH

The uploaded Record can be viewed on FineDocs screen as shows in Figure Below.

File Edit ‘Wiew Favorites Tools  Help :,'
M A
. 1 N ) <t e 3. . [T
@ Back </ \ﬂ \g | Search ‘__/_\{ Favarites é‘} (] ._\“
Address ‘@ hitp: /192,168,100, 74 formfObjectBrowser [ObjectBrowFrameset. htm V| Go Links *

‘Web Search

Y7 - a-

@ Bookmarks~ [ Settings ~ Eﬂ Mail - @ My Yahoo! =

Answers * [fGames + @Anti-Spyv Epuews ~ »

FineD CS

Welcome | SUPERUSER

@ Mail Inbox
@ Inbox

@ QutBox
@Trash

Archive Warkflow

[ Create L’ Modify

Folder Path @ sidl%Tata
1 Docurnent found

Document Name

[0 Accounts Pavable-Tats
® EExecutive Dept FS
® ElFinance and Accounts
w kR
# Elhro
gMarketing
® Hoftshore Construction
® Hofishore Logistics il
® Hrrocess
BQuaIity dept
Elrecruitment
o Elsaket
# Elsales 2005 09
BSa\es and marleting
® Elsales office
= gy

® Cloot

TTata

® Erest cabinet
< »

(3 add
[T version RLink

[# modify
= mail

¥ Delete

% Delete

0O 8 & 29 o 9

Index Search Archive Flow Notify Alarm  Help

Preference Change Password Sign Out

':_> Cut/Move R Audit Trails :‘ Properties %Sp\it E Merge

Type Size

tif 49.4 KB

Created On
11/26/2008

Qwner Data Class Keyword

superuser Aceounts Payabl...

2 Move [ copy & Download [ Audit Trails @=5st Password Ba

[ﬁ CheckIn @ Checkout ﬂ“ UndoCheckout 3 Web Scan %9 Modify Privilege

iéj Done

® Internet
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Section Il1l1: Document Search

Document Search option allows the User to search for a Document in a particular
Folder or its Sub-Folder. A Document can also be searched on the basis of the
Name, Creation Date, Modified Date, or the Keywords attached with the Document.

The options available under Document search are:

General Search
Index Search

Full Text Search
Searching on Date
Searching on Notes
Searching on Query

ouUuhwNE=

General Search
Below is the default search screen which is active when a User enters into the
Document Search section.

Docment ‘ Falder Flow

Bearch In Q

I Include Sub Folders General| Index Full Txt Date  Notes | Query

Gengral |
Document Hame Keymords

Type Al :l Eract Phrase »

Created By ! Modified By !

Q Search @ eset

Follow the steps given below to search for a Document using the General Search:

S

1. To select a Folder click the Browse icon .
2. Click the Check-box r: to make search in the sub Folders too.

3. Enter the Document Name and click the Search button ‘Ck Search to view
the result

4. Click the m icon to search on the basis of creator of the Document and click
the button to view the result.

rd

5. Click the * icon to search on the basis of modifier of the Document and
click the button to view the result
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6. To search on keywords enter the keyword and click the Q, search button
to view the result retrieved.

7. Click on the Document name to view the Document, its properties like the
creation date, Folder/cabinet where the Document is stored, its type, and
the notes attached to it.

Index Search

Index search allows the User to search for a particular Document on the basis of
their Data Class and Descriptors.

EneD cs @
ne Cs
L — Help  Close
Document | Folder Flow A
Search In |sidl &
[¥] include Sub Folders General | Index |Full Text Date Motes Query
General -
Docurnent Name Keywords
Type Exact Phrase |+
Created By v 4 Modified By z
Windex bl
Data Class | accounts Payable v| Select Yiew
D ipt
R Wendor Mame_1 [Ccreate Date
Wendor ID A1Z3 CFolder
Date_1 5
- [ cabinet
Select Opti And W
e — [oataciass
DDescriptor
q Search || Reset
Total Mo, of Search Results Found- 1
Page 1 of 1 Showall
Docurnent Mame
Accounts Payable-Tata
.
&) ® Internet
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To search for a Document using the Search follow the steps given below:

1. Select the Data Class from the Data Class drop-down list as shown in
figure

2. Select the Descriptors from the drop-down list and select the AND/OR
criteria.

Click the & Seam"" button to retrieve the result.
View the searched Document by clicking on Document Name.

3.
4.

EneD cs 9

Help Close
Document
| Index | Properties
I;:)ai;‘a(:(:l"laassss: Accounts Payable @EIEI@@“H = Page:tof 3 2 Page : S
Modify -
I ~
E::deor Name_1 :aat:e Apr 04 07 01 35p Horkesring 7707678330 p 2
Wendor ID 4123
Date_1 23 March 2008 b "
k
*
LITAE AR
March 20, 2007
To Whom It May Concern
Keywords

Dear Sir / Madam,

We would Like to invite Mr  Rajan Bhanot, who 15 currently working with
Pyrarmd IT Consulting Pvt Ltd (Pyramd) to visit our office Matna Healthcare
"'{,‘f , 1850 Parkway Place, Manetta, GA 10067 starting from the week of Apnt
9%, 2007

Pyramid IT Consulting Pvt, Ltd (Pyramid) has its registered Office at 325, Tarun
2 Notes Enclave, Pitampura, Delhi - 110034, Indha and software development facility at
D 26, Sector 63, NOIDA, UF, India

=
=
=4

Mr Rajan Bhanot who 15 currently part of the team prowiding services to Matria
at Pyramd’s offshore center 15 required to be in the US for a period of 3
months Durng his stay, Mr Rajan Bhanot will be mvolved in gathering
requirements for new applications, be tralned on additional applications that
we are planmng to cutsource the maintenance to Pyramd’s facility and
understand the processes to be followed for subsequently undertaking the

a Incha

n Ind b’

I ﬂ CheckIn ﬂcheckOut ﬂ UndoCheckout [?_3-, Version & Print Image E Print Notes %annload 2 Initiate Flow
‘ﬁj Done

0 Inkernet

And the uploaded document / Records can be viewed by using FineDocs viewer.
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