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Workflow vs Correspondence

CorrespondenceWorkflow

• Correspondences do not have determined path 
to follow. 

• Correspondence management is not a workflow 
based solution



Market Solutions Challenges

Path Determination

• Trying to draw a pre-determined path for the correspondence will lead to management 
complexity

Content Duplication across departments

• Each department wants to keep a copy of the correspondences it receives. This leads to  
multiple correspondences repositories across the organization with duplicated content

Completion Confirmation Problems

• In workflow based systems; once a workflow is initiated, it will remain open unless all 
participants mark their tasks as completed.

• As it is known, Some correspondences require weeks of work to accomplish the tasks, and 
other correspondences might require recurring tasks over weeks or months.

• Keep such workflows opened in the system will lead to performance issues and overload 
consequences.

Permissions and Access Rights Changes

• During the lifecycle of any correspondence, permissions and access rights might change 
according to the role of the personnel who is currently handling the tasks.



CWS Management Concept
For Action

For Review

For Info

For Signature



CWS Features - Design

Bilingual Mobile Enabled

User Interface



CWS Features – Home Screen

Dashboard Graphical Reports
Custom Search 

Form
Custom Shortcuts

Approvals & 
Reminder Tracking

Tasks/Assignments 
List

Quick Content 
Access Links

Reserved Space for 
more components



Easy correspondence 
creation Customizable Fields

Auto-Generated 
Reference

Data Lookup from 
Other systems

CWS Features - Creation



Correspondence Workspace Components

Header Area Users Activities

Sections Tabs

Associated Team 
Users/Groups

Correspondence 
Metadata

Related Correspondences



Correspondence Workspace Components

Correspondences Documents

• Pre-defined MS-Word templates for each correspondence type
• Pre-Created folder structure for attachments or other supporting documents
• Ability to scan, Drag & Drop, Create, or Mobile Scan new documents



Correspondence Workspace Components

Tracking Approvals & Reminders Tracking Users Activities



Correspondence Workspace Collaboration

• Posting and replying to Comments

• Create reminders for team members

• Initiate Workflows



Correspondence Workspace Reminders

Start Reminder

Define Assignees

Configure frequency

Configure Escalation



Correspondence Workspace Workflows

Initiate Workflow

Define Assignees

Submit Assignments

Track Status



Correspondence Editable Templates

Pre-defined Template

Populated Metadata

MS-Word Experience

Version Control



Correspondence Outlook Integration

Automatic Notification

Easy Attach

Rule-Based Archival

Content Visibility



Correspondence Security and Audit

Full audit report on each correspondence document

Multi-Level Security Assignment



MGS Kuwait Government References



MGS Kuwait Banking References



MGS Kuwait Oil and Gas References



Thank You ☺


