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The ORCA system allows for the production of documents in various output formats.  

All documents are created using Microsoft Word and are stored in one central library. 

Within the setup section of the system, you can maintain a list of document names that can 
be produced and specify the method in which the document should be output. 

 

Sample list of documents that can be sent from within ORCA.  

 

Document Formats 
Documents can be output in either of the following formats :- 

• Straight to Printer 
• In PDF Format 
• By Email 
• SMS Text Message 
• Output to a CSV File 

Client Specific controls 
You may also specify which documents can be printed on a client by client basis. 
e.g. You wouldn’t want a letter chasing an overdue GAS bill to be sent to a T-Mobile debtor. 

Fee Generation 
You may also specify at document level, whether a fee should be charged to the client for the 
production of any document. The fee amount can be overwritten at client level. 
E.g.  Client A may get billed £5 for letter LBA, but client B would get billed £3.50.  

How the document 
should be output. 
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All documents that get requested by users throughout the day will be stored in the Document 
Production Centre (DPC) database.  

When setting up your documents you will be asked to allocate a category to the document, 
this is useful when deciding which documents to output first. 
E.g. Print all of my Client letters, then my General Letters followed by all of the emails. 

 

Sample Document Categories.  

 

Document Archiving 

All documents that get produced will automatically be archived and stamped against the 
account for future reference. All archive documents are stored in PDF format and can be 
viewed by simply clicking on the item within the account audit screen. 
 

Change Control 

In order to keep track of what changes have been made to your library of document 
templates, the system will automatically take a copy of a template before you change it, 
allowing for a full version history to be maintained. 

 
 
 

 


