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Improving efficiency saves time and money, and enhances 
company engagement with customers and suppliers.

Our dedicated support team serves hundreds of 
companies in the UK and Europe with their Document 
Management needs. We work with a range of software 
solutions to fully support businesses to improve 
data capture, work flows, print reduction and email 
management.

Understanding your needs is our priority, whether you 
are a financial services company, higher education 
organisation, housing association or retail business, 
amongst many others.

Of equal importance is ensuring we consistently deliver 
high quality solutions in simple jargon-free terms. We 
understand not only how the product works, but how it 
should work for your business.

Our business ethics are clear – we only provide solutions 
that save time, money and improvement with a level  
of service you may not have experienced before.

WE PRIDE OURSELVES IN:
Understanding your needs 
Tailored solutions to fit your business.

Saving your business time 
Streamlining your processes and tasks allowing 
employee time to be spent where needed

Making sure you save you money 
Providing solutions  to enable you to re-invest and grow 
your business.

Delivering high quality 
Just read our customer testimonials for more 
information.

Jargon free 
Simple, clear, transparent – you know exactly what to 
expect.

Supporting your business 
Outstanding customer support packages that help you 
every step of the way.

Our strong partnerships with industry innovators

“YourDMS complete approach 
to document management 
offers its existing and future 
customers real peace of 
mind. Our knowledge and 
desire to deliver solutions 
that work and offer real 
benefit to its customers is 
the bedrock upon which the 
company was founded.”

Stewart Wright 
Managing Director 
YourDMS Limited 3

With over 20 years of experience in the document management industry, we 
pride ourselves on our knowledge and in particular our ability to translate 
and deliver this type of technology, simplifying the way organisations work.

A NEW WAY OF WORKING

Cronos Pro

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net


T: 01285 810606  |  E: info@yourdms.net  |  www.yourdms.net

A properly implemented Electronic Document 

Management solution will have a huge beneficial 

effect on your business. This can be multiplied 

when you integrate Document Management to 

your Line of Business or Back office systems.

Document Management puts all the information you 
need within your grasp. The efficient business knows 
that data access is the key to success.

When your most important client calls, you’ll have the 
information you need for the conversations that really 
count. Last month’s sales report, your latest invoice, a 
customer letter. Document Management cuts the time 
you lose every day looking for information. The time 
you save puts you in control of your working day.

A properly implemented Electronic Document 
Management solution will have a huge beneficial 
effect on your business.

Working with YourDMS we can:
• Reduce costly business administration

•  Simplify and manage compliance 
within your business

• Remove document loss

• Increase essential information access

• Reduce print costs

•   Increase productivity by minimising 
administration overheads

• Reduce internal data costs

•  Remove inconsistent and inaccurate 
filing procedures

• Reduce slow response times

• Increase customer satisfaction

• Reduce data entry times

• Improve staff morale

DOCUMENT MANAGEMENT

4

“We saw Invu to be a proven 
solution for financial services 
businesses that be tailored 
to our specific needs. As a 
multi-site business, it has 
increased efficiencies within 
the company and enables us 
to spend more time focusing 
on our client’s needs.”

Howard Rentall 
Director 
EOS Wealth Management Ltd

SPECIALISING IN             DOCUMENT MANAGEMENT SOLUTIONS
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DOCUMENT MANAGEMENT 
IN THE CLOUD

• Immediate access to documents and data from your

  browser and on your mobile devices, at anytime.

• Store, retrieve and backup your files anywhere in

  the world.

• Share information quickly and easily.

• Migrate existing data sets with ease, via secure

  upload mechanisms.

• Scalable solution that allows unlimited users.

• Collaborate with colleagues.

• Free updates mean that you are always using the

  latest technology.

• Integrate with almost any application, no matter

  where it is hosted or what technologies it is built

  upon. From legacy systems to the latest Azure and

  Amazon cloud-based apps, our document

  management solutions are built to exchange

  information across the enterprise.

• Secure. The data remains locked away on ultra

  secure storage systems that are only accessible to

  your staff and designated users.

• Full peace of mind knowing your cloud solution is

  backed by Microsoft Azure.

YourDMS Cloud Document Management systems provide all of the benefits of a managed application 

without the overhead of onsite server installations and support.

Our approach is to make things simple, so you can just go online and start using the system.

Why use cloud-based Document Management?

5
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Electronic Business Workflow is one of the most 

powerful tools in use in today’s businesses.

Every business uses information on a day to day basis. 
Any information that needs to be seen, agreed, approved 
or even just remembered will be greatly improved by the 
introduction of electronic workflow.

With a well-designed electronic document management 
and workflow system in place, an organisation should be 
able to reap a whole range of instant benefits, including:

WORKFLOW SOLUTIONS

“YourDMS’s product 
selection and expertise 
has given my business 
accurate control of our 
purchases and payments, 
without increasing the 
size of the team involved.”

Iain Dougal 
Financial Director 
Pets Corner Limited

Tighter Timescales
Because the work goes to the right users at the right time, 
you can cut out huge time delays, and plan for much 
faster processing times.

Flexible Working
Administrative staff can log onto a network remotely from 
remote offices or home and still be part of the workflow 
system.

Efficiency
Improving efficiencies and reducing or removing error, 
your business will grow without increasing costs.

Guaranteed Delivery
Business rules built into the workflow system ensure all 
procedures are followed every time, and that documents 
reach the right people on time. Thresholds and alerts 
will call attention to any deviation from the rules 
automatically.

Flexibility
With the workflow model defined in the software, it is 
possible to alter processes easily, and often without 
having to re-train staff, making continuous process 
improvement more straightforward.

6View the case study here
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What if you could capture information as it 

enters the business, extract the data and 

intelligently populate your back office applications 

automatically?

Automated Data Capture instantly transforms documents 
and forms into usable, accessible data ready for export 
into your own business applications. Paper or Electronic 
documents it matters not as the data is automatically 
read, extracted, verified and based upon set rules 
processed into whichever systems you use. 

Automated Data Capture is an evolution in powerful data 
and document capture. Providing virtually unlimited 
productivity and power, it frees your business from the 
most challenging of document processing tasks.

Precise recognition technologies ensure high 
quality data output. Intuitive verification interface 
allows operators to manually check the validity of 
recognised data and to track recognition errors, 
to manage exceptions should they occur.

Flexible processing workflow means you 
can accomplish document processing tasks 
of any complexity. Suitable for fixed forms, 
semi-structured documents and unstructured 
documents - Automated Data Capture is one of 
the most comprehensive and versatile document 
processing solutions available today.

DATA 
CAPTURE

“YourDMS’s document 
management solutions have 
enabled us to radically improve 
efficiency and reduce costs. the 
team has really put its extensive 
experience to use by delivering 
solutions that are completely 
tailored around our very specific 
business requirements.”

Steve Parkins 
Credit Manager 
Antalis UK & Ireland

View the case study here

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/data-capture.html
http://www.yourdms.net/assets/yourdms_antalis.pdf
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Increasingly, business information is stored in 

emailed memos and attachments rather than on 

paper or shared filing systems. Things can, however 

get even more complex...

The modern world has thrown up a raft of new issues for 
businesses to deal with, particularly the increasing legal 
and regulatory compliance requirements. With Electronic 
Document Management and Email Management these 
complications can be solved with minimum effort.

Secure
The Invu EDM system can restore and protect corporate 
memory because resources are held centrally and filed 
in a logical way. Important information is available to 
all people within the company (within varying levels of 
pre-set permissions) so corporate information is freely 
shared, creating a huge time and cost saving for staff at 
all levels.

Time and Accessibility
Retrieval times are almost instantaneous and ‘long lost 
emails’ are now fully accessible, thanks to intelligent 
keyword searching. Robust computer back up systems 
ensure that all information can be copied and secured 
off-site, thus ensuring that fire, flood, theft, and any acts 
of God will never jeopardise your business.

Space and Money
Exchange issues disappear and office information 
becomes more accessible. Network storage space will 
reduce over time with the need to keep local copies of 
documents being removed as they are now centrally 
available. Staff working within the business are able to 
focus on the business, rather than storing documents. In 
many cases this enables expansion without increasing 
administration costs. The day-to-day costs in all forms of 
storage are dramatically reduced.

EMAIL 
MANAGEMENT

Web demonstration available. Contact us for details.

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/email-management.html
mailto:beverly.wright%40yourdms.net?subject=Email%20Manager%20Web%20Demonstration%20Request
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Why should your business look at reducing the 

amount it prints?

In the UK print volumes are set to increase by over 260% 
over the next 5 years at a cost in excess of £7bn. This 
increase in printed information may or may not surprise 
you, but what may surprise you is that with the correct 
consultation and solutions, reductions of up to 50% in 
these volumes is not just possible but absolute.

With demands from Government, the environment and 
your business, is it not your duty to consider your options?

Reducing cost is one of the most important areas within 
any business especially in a difficult climate. Sometimes 
it is hard to see where and when to cut costs! At YourDMS 
we have techniques and solutions that can help. We 
focus on reducing dramatically the cost of administering 
your business with simple, cost effective and established 
methods.

Our Print Reduction solutions are simple and effective, 
they can monitor, capture and automatically distribute 
documents, internally and externally. They have the 
ability to reduce outgoing print and postage costs. 
Documents can be delivered quickly and efficiently to 
customers, suppliers and colleagues as easily as printing 
the document.

Our advisors are able to look at the amount of 
documents, information and print you and your 
employees use. They will then look at where and how 
to use our solutions in conjunction with your existing 
infrastructure to reduce cost.

PRINT REDUCTION SOLUTIONS

9
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PURCHASE 
ORDER 
PROCESSING

Stewart Wright 
Managing Director 
YourDMS Limited

“This is a really simple, 
and efficient way to 
manage the complete 
Purchase Order process, 
with control and visibility 
at every stage.”

Web demonstration available. Contact us for details.

The YourDMS Purchase Order Processing solution 

delivers an efficient, automated end-to-end 

solution that streamlines purchasing transactions.

Processing purchase invoices is a time consuming and 
costly business. By automatically verifying invoices 
against your purchase orders, payment issues can be 
highlighted within seconds, giving you the heads up 
on supplier queries and being able to redirect them 
to the department or individual required to deal with 
them. Your business can save valuable time and money, 
reducing costs and increasing productivity!

The solution includes a Automated Data Capture 
solution which offers intelligent accurate data 
extraction from a full range of documents, for example, 
printed forms, banking documents, invoices or 
contracts. Precise recognition technologies ensure high 
quality data output to multiple systems.

How does it work?
Users can requisition items (it’s just like shopping 
online). Budget holders are then notified of items 
that require their approval, and can approve or reject 
requests quickly and easily. 

Approved items are raised in an order, which can be 
emailed to the supplier by the system or handled 
manually (phone, post, fax or online). Once an order is 
raised, users may receipt items on an order which will 
aid the 3-way matching process once an Invoice arrives. 

The invoice is captured, imported into the accounts 
system, and undergoes a 3 way matching process. Only 
once the invoice is fully accounted for and authorised 
is it released for posting. All orders and Invoices are 
stored in the Invu Document Management system with 
full metadata to aid searching and linking.

With all order, receipting and invoicing data at your 
fingertips, combined with a full audit trail of activity, 
you have a clear picture of your company’s finances.View solution overview here View brochure here

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/purchase-order-processing.html
mailto:beverly.wright%40yourdms.net?subject=Purchase%20Order%20Processing%20Web%20Demonstration%20Request
http://www.yourdms.net/assets/purchaseorderprocessing-overview.pdf
http://www.yourdms.net/assets/purchaseorderprocessing-overview.pdf
http://www.yourdms.net/assets/yourdms-purchaseorderprocessing-brochure.pdf
http://www.yourdms.net/assets/yourdms-purchaseorderprocessing-brochure.pdf
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“The process is now so 
intuitive. An employee 
doesn’t even need to think 
about where, when and how 
to file invoices. Because of 
the extraordinary searching 
capabilities of Invu, it takes 
seconds to recall our invoice 
using simple criteria. The 
time, money and space 
savings from this process 
alone have been amazing.”

Terry Smith 
IT Manager 
Floyd Automatic Tooling

View the case study here

With YourDMS the ability to automate the data 

entry of your incoming invoices into your accounts 

application is a reality!

The YourDMS Invoice Capture & Processing solution is a 
streamlined system that will save your business time and 
money, and greatly improve accuracy and efficiency.

The YourDMS Invoice Capture & Processing solution 
integrates with existing in-house Finance/ERP systems. 
Data is captured from paper and electronic (pdf) invoices, 
recognised, interpreted and processed with little or no 
intervention. A process that can take multiple steps from 
receipt of an invoice to approval and payment, can now 
be completed in seconds. Faster processing of invoices 
allows businesses to take advantage of early payment 
discounts for significant cost savings.

PURCHASE 
INVOICE 
PROCESSING

YourDMS Invoice Capture & Processing will:
• Reduce costly business administration

•  Simplify and manage compliance within  
your business

• Remove document loss

• Reduce print costs

• Reduce data entry times

• Reduce internal data costs

•  Remove inconsistent and inaccurate filing 
procedures

•  Increase productivity by reducing 
administration overheads

• Increase essential information access

• Improve response times

• Increase customer satisfaction

• Improve staff morale

Web demonstration available. Contact us for details.

mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/purchase-invoice-processing.html
http://www.yourdms.net/assets/yourdms-purchase2pay-overview.pdf
http://www.yourdms.net/assets/yourdms-purchase2pay-overview.pdf
http://www.yourdms.net/assets/yourdms_floyd-automatic-tooling.pdf
http://www.yourdms.net/assets/yourdms_floyd-automatic-tooling.pdf
mailto:beverly.wright%40yourdms.net?subject=Purchase%20Invoice%20Processing%20Web%20Demonstration%20Request
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With thousands of items of post per day and an 

average of 10 pages per item – the sorting and 

distribution of post is a lengthy, time-consuming 

task. The YourDMS Mail Room Manager automates 

the identification, categorisation and distribution 

of documents, streamlining the process and 

reducing the amount of time and effort required.

Incoming documents are imported either by scanning or 
drag’n’drop from email and/or portals. Once imported, a 
rules based recognition process enables the identification 
of the document itself and the data/information it 

contains. The identification process also uses a set 
of rules (who am I?, what am I?, who do I go to?) that 
compile the required data to allow the document to be 
captured, filed and delivered to the correct department/
individual.

Once a document is identified, multiple automated 
exports can be made to Document Management systems, 
Network folders, Email systems, Portals, ERP, CRM and 
Finance systems. When the documents have been 
exported, a Workflow Process is initiated to enable the 
distribution of documents to the correct Department(s), 
Teams or Individuals.

MAIL ROOM MANAGER
Stewart Wright 
Managing Director 
YourDMS Limited

“In today’s digital world, 
the traditional mail 
room has evolved to 
include sorting digital 
documents, email, online 
data and reports. The 
way we process our ‘mail’ 
needs to evolve with it.”

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/mailroom-manager.html


The solution writes an email for you using a template 
you’ve designed and personalised for sender and 
recipient, complete with your company branding and 
messages. It supports HTML and plain text email, 
allowing you to send out emails that look exactly as you 
want them to.

Your documents are stored electronically saving 
manual filing time and filing errors. This allows several 
people to find and access documents simultaneously. 
And back ups can be created automatically and copied 
to secure location.

It works with all major accounting systems including Sage, 
Pegasus, Opera, Sun Accounts, SAP B1, NAV and many 
more. And it works with any applications that print, such 
as Microsoft Office.

Choosing to send documents via email is the cheapest 
and fastest way to deliver them and with the YourDMS 
Output Capture it’s really simple.

T: 01285 810606  |  E: info@yourdms.net  |  www.yourdms.net 13

Did you realise that it costs your business around 

93p every time you send out a letter? Think about 

it – the cost of the paper, ink, envelope, stamp, 

employee time…

You could save hundreds of pounds and improve speed 
and efficiency simply by sending your documents by 
email.

YourDMS Output Capture allows you to automate the 
sending out of business documents. The dynamic and 
flexible software allow users to instantly and easily merge 
information from business applications and automatically 
send out documents such as invoices, statements or 
letters from any system to multiple email addresses, as 
PDF files.

OUTPUT 
CAPTURE

Web demonstration available. Contact us for details.

View solution overview here

mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/output-capture.html
mailto:beverly.wright%40yourdms.net?subject=Output%20Capture%20Web%20Demonstration%20Request
http://www.yourdms.net/assets/yourdms-output-capture-overview.pdf
http://www.yourdms.net/assets/yourdms-output-capture-overview.pdf
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A simple description for BPO services could be “The transfer of core and non-core 

business process to an outside provider”.

We prefer to think of it as working with you to solve time consuming and sometimes 
complex business processes, that can be better served by using knowledge that can only 
be gained by experience.

BUSINESS PROCESS 
OUTSOURCING

T: 01285 810606  |  E: info@yourdms.net  |  www.yourdms.net

With a proven background in technology 
and consultancy services, our experience 
and strong partnerships with industry 
innovators, make YourDMS the perfect 
choice for the provision of professional 
and fully managed BPO services.

By working in partnership with our 
customers, we can deliver the most 
effective BPO solutions. Combining your 
knowledge of business and industry 
with our experience and technical 
expertise, we can ensure increased 
customer satisfaction, quality of service, 
cost reduction, and optimised business 
processes. 

Support when you need it 
During times of transition and growth, 
outsourcing your business processes will 
allow your employees to focus on core 
business tasks to improve performance 
and profitability, and gain a competitive 
advantage in today’s market. 

Services include:
• Document Conversion Services

• Lock Box and PO Box Services

• Outsourced Invoice Processing

• Retention and Compliance

• Data Processing

• Data Cleansing

• Systems Integration

• Project ManagementView brochure here

http://www.yourdms.net
http://www.yourdms.net/bpo.html
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/assets/yourdms-businessprocessoutsourcing-brochure.pdf
http://www.yourdms.net/assets/yourdms-businessprocessoutsourcing-brochure.pdf
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YourDMS provide fully managed and professional 

scanning services. Our understanding of what 

is important comes from our experience with 

business process and document management.

We understand that taking the step to have your 
documents scanned can be a difficult decision, with cost, 
security and accessibility being major factors in that 
process.

We also understand that whilst the information may be 
“archived”, it is still important to your business and needs 
to be treated with respect.

Our business services provide you with complete peace 
of mind, whether you require scan to archive or full BPO, 
YourDMS has the knowledge, expertise and care to meet 
your scanning and BPO needs exactly.

SCANNING 
SERVICES

The benefits
Once scanned and digitised, your documents will be:

•  ACCESSIBLE 
Scanning makes it simple for your employees to quickly 
locate, access and share documents instead of wasting 
time searching for or recreating the ones that go 
missing. 

•  SECURE & COMPLIANT 
A paper-based filing system leaves your documents 
susceptible/vulnerable/open/liable to being misplaced, 
lost, stolen, damaged or destroyed. Scanning and 
digitising your documents gives you an added level of 
security, ensuring you to meet compliance and record 
retention regulations. 

•  INTEGRATED 
Data can be delivered in any format via our cloud based 
hosting software for import into your preferred in-house 
application. We have the knowledge, expertise and care 
to meet your scanning needs exactly, for  your complete 
peace of mind.

http://www.yourdms.net
http://www.yourdms.net/scanning.html
mailto:info@yourdms.net
www.yourdms.net
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Integration can come in many forms from simple 

document capture to full data base integration. At 

YourDMS we have a number of key technologies 

that suit all businesses and budgets. Integration 

with Microsoft Office is essential and comes 

standard with our document management 

solutions, however as we are all aware, Microsoft 

applications are not the only ones in use within 

the office.

One of the main benefits of integration to your central 
document management system is its ability to give your 
various applications access to the documents contained 
within the repository. This means, security permitting, 
relevant company data can be shared with other 
departments and their systems. An example could be 
a contract which is accessible to both the Sales Team’s 
CRM and the Finance Team’s Accounts application. Our 
trained professional services team are able to provide 
help and assistance with the myriad of integration 
options available.

SYSTEMS 
INTEGRATION

mailto:info@yourdms.net
www.yourdms.net
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YourDMS 
SUPPORT
Part of our commitment to you is through the high 

quality, ongoing service you will receive from us. 

Our customers tell us that it’s one of the reasons 

they chose us.

With a dedicated and trained technical support team 
in-house, you are always guaranteed expert help and 
advice no matter who you talk to on our helpdesk. With 
the ability to access your system remotely, issues can be 
resolved immediately and with minimal disruption to you. 
For most clients, our online support resolves the majority 
of issues without the need of a call or a visit. However, if 
there’s a need for a site visit, our friendly and 
experienced staff will be on hand for a face-to-face 
meeting.

With a range of support packages, at competitive rates, 
you will also receive free product upgrades and free 
installation of version updates (crucial in ensuring that 
you are using the latest technology to keep your business 
competitive), web seminars showing “best practice and 
enhancements” and a host of other benefits.

View solution overview here

A consultant (from Latin: consultare “to 

discuss”) is a person who provides professional 

or expert advice.

So why do so many consulting firms just tell you 
what they know, rather than talk to you about what 
you know?

At YourDMS we want to understand you, your 
businesses, your department - in fact the more 
we know about you the better. Our approach to 
consultancy is one of merging our knowledge and 
expertise with yours. Using our experience, we will 
help you balance the needs of your business now, 
with those in the future.

Our customers value our approach, so why not 
contact YourDMS to see if we can help you with you 
Document Management Consultancy needs.

CONSULTANCY
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Tony Newton 
Senior Systems Analyst 
Neville Registrars

“The support we receive from the team 
at YourDMS is excellent. Nine times out 
of ten, they connect to our computers 
and solve the problem immediately. 
When they can’t, we never have to wait 
very long to get things sorted out.”

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/assets/yourdms-support.pdf
http://www.yourdms.net/assets/yourdms-support.pdf
http://www.yourdms.net/assets/yourdms_neville-registrars.pdf
http://www.yourdms.net/assets/yourdms_neville-registrars.pdf
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YOU’RE IN GOOD COMPANY...
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Just some of the organisations that we’ve had the pleasure of working with. 

Industries include Retail, Manufacturing, Education, Finance, Construction, 

Housing Associations, Food & Drink, Engineering, Legal and Charity.

View our collection of case studies here

http://www.yourdms.net
mailto:info@yourdms.net
www.yourdms.net
http://www.yourdms.net/case-studies.html
http://www.yourdms.net/case-studies.html
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WHAT OUR CUSTOMERS 
ARE SAYING...

“I could not be happier with the relationship 
I have with you guys and the tremendous 
support you give.”

Ernie Faulkner
Independent Mortgage Adviser

“As always your staff are 
so helpful and always 
manage to resolve 
issues we have. I cannot 
fault the service we 
receive from YourDMS - 
cannot recommend you 
highly enough.”

Sarah Studdert-Kennedy
Director  
SKD Education & Guardianship Ltd

“The Support Team’s 
advice on how to get the 
best from Invu was 
extremely clear, helpful 
and much appreciated. If 
I need help in the future 
I’ll know who to call!”

Maria Hawkins
Sales Admin 
Vale Motors

Michelle Loia 
Partner  
Francis Butson & Associates

“I found your service 
excellent and efficient. 
You are friendly, helpful, 
and easy to deal with 
- which is great for a 
technophobe like me!  
Thank you.”

“I have to say we are 
impressed by how fast the 
office got on to the issues 
after your visit, I doubt 
you had got far down the 
road when we got the call! 
Thanks a lot, that’s great 
after care.”

Lindsay O’Conner
Administration Manager 
CH Jefferson & Co

“YourDMS took the time 
to understand what 
was different about our 
company’s needs, and 
worked with us to provide 
a solution which enables 
us to process invoices 
quickly and correctly. They 
have worked with us ever 
since, providing support 
and making improvements 
to the system to cope with 
the changing needs of our 
business.”

Financial Manager 
Healthcare RM

We can tell you how great our solutions are, how they will save you valuable time and 
money, how we will help you every step of the way and provide outstanding after sales 
support – but it means more when our customers are happy to say it too.
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