
 

 

 

 

 

 

Folder management system for 
contracts, documents and attachments, 
digital signatures and legally-compliant 

archiving 

UniFolder is a document management application that can be used to handle 
documents created and structured in different ways. The system is available as a web 
application for widely distributed networks of workstations or agencies, or for central 
office local networks. UniFolder guides the operator in creating new files, collating 
together contracts, documents and attachments received from a network, from 
scanners connected to workstations or from networked multi-function printers. In 
completing each folder, the operator is guided by UniFolder’s workflow system, which 
can distinguish between mandatory and optional documents, ensuring that 
documents requiring a signature are signed (in writing, graphometrically using a 
signature tablet, or by applying a qualified digital signature) and, once it is completed, 
archiving and transferring the folder to the main archiving system. For documents 
where a signature is required, UniFolder uses the Unimatica (Uniserv) platform. The 
same document can be signed using all the methods allowed under current legislation 
(for example, a contract can be signed by the client, and other possible signatories, 
using a graphometric signature, while the operator can include a qualified or remote 
digital signature and the company can add its management signature automatically 
and/or in bulk). The folder configuration will guide the operator through each step and, 
depending on what the company prefers, incomplete folders can be archived and 
transferred to the main archiving system at a later stage, even after being signed.     

UniFolder is the ideal tool for automating the process of signing contracts and files in 
the workplace, because: 

 It guides the operator step-by-step in the process of creating and 
completing files held in a non-paper format 

 It allows folders, including complex ones, to be managed efficiently in terms 
of legal requirements and optional documents and attachments 

 It ensures the completeness and integrity of the folders, avoiding, in many 
situations (such as the banking, insurance and financial sectors), the 
possibility of sanctions being imposed by the authorities 

 It ensures the full application of privacy laws (by configuring the relative 
documents as mandatory) 

 It includes native integration with the digital signature and advanced 
electronic signature system/service (Uniserv) 

 It includes native integration with the system/service for the legally 
complaint archiving of original and replacement digital documents  
(Unistorage) 

 It includes native integration with the notification and warning 
system/service (by e-mail, certified e-mail, SMS, mailing if necessary) of 
documents and folders sent electronically to clients or other bodies. 

UniFolder is a documentary subsystem for managing folders. The product’s main 
feature is its great flexibility in defining the types of folders to be handled. It is possible 
to define an arbitrary number of folder types, associating to each type an arbitrary 
number of descriptive metadata elements. Every type of folder can be associated to 
an arbitrary number of document types and each of these can be associated to a 
network of descriptive metadata elements. Folders and documents can include totally 
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personalized parameters, describing whether a document is mandatory, about its 
electronic signature requirements and the rules to achieve folder completeness. It is 
therefore possible to define the rules of legally compliant electronic storage for each 
type of folder. 

A main feature of UniFolder is its brilliant search engine, which can work on specific 
metadata or across all metadata simultaneously, and, if the function was activated, in 
Full Text Search mode on the contents of documents and attachments, even 
including a thesaurus to search for synonyms. 

UniFolder is a part of the Paperless Suite and integrates perfectly with other 
subsystems and services offered by Unimatica, and in particular with UniServ, to 
ensure that documents are signed in all electronic methods provided by the current 
legislation, and UniStorage for the legally compliant storage of documents. According 
to the type of folder, these can be archived 

 manually, when the operator takes explicit action; 
 automatically, immediately on completion, when all mandatory documents 

are present in the folder; 
 automatically, after a personalized delay of a certain number of days from 

when the folder is closed; 

UniFolder can dialogue with messaging and communication channels 
(UniNotification), such as traditional e-mails, certified e-emails, SMS, traditional 
paper mail (interface with mailing providers). The following methods are available for 
this purpose: 

 dispatching: sending messages, with or without an arbitrary number of 
attachments; 

 retrieving: acquiring messages and documents from the various channels 
and including them in their folders. 

UniFolder can include a certified e-mail folder called ”PECFolder”, which has the 
same legal value as registered mail with return receipt. This folder is added to the 
other predefined folders. It contains the additional metadata elements and the 
regulations linked to the specific folder and documents within it. The minimum amount 
of data held in the “PEC Folder” is data gathered from sent e-mails and the relative 
incoming receipts typical of certified e-mail services, as well as all the attachments 
originally sent with the documents, together with the pseudo attachments produced 
when accessing a dispatch channel (acquisition signatures, delivery certificates, etc.). 
The same archiving process will be carried out for the e-mails received, obviously 
without the additional messages of receipt and successful delivery. 

The UniFolder platform can be installed and become operational at the customer’s 
data centres using HA (High Availability), D/R (with Disaster/Recovery at a secondary 
data centre) and BC (Business Continuity) configurations. Alternatively, the 
UniFolder service can be provided by Unimatica via ASP (Application Server 
Provisioning) and SaaS (Software as a Service), through its own infrastructure of 
operative data centres and server farms. The availability of the SaaS platform allows 
customers to activate the service in very brief times, with successive insourcing at 
their own IT premises.  

Business applications integration with UniFolder is made easy by its Web Service 
functions. UniFolder’s native web pages can be rapidly personalized and integrated 
with the customer’s application processes. All the operations carried out by UniFolder 
and all communication between the different actors use encrypted protocols.  


