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“Capital is Scotland’s leading independent provider of
photocopiers, printers, and scanners. We are here to
help you select the very best office equipment and
document solutions tailored to meet your specific
needs. Whether your objective is to reduce your
copy/print costs, improve document security, streamline
your workflows or increase your productivity - we will
have the best possible solution for you.
We employ over 200 staff, operating from our
branches in Edinburgh, Glasgow, Dundee, Aberdeen,
Inverness and Shetland, all dedicated to providing the
highest standards of advice and local customer service
across the whole of Scotland. And with over 35 years’
experience in the industry, coupled with a reputation
second to none, you can be confident that no other
supplier will work harder for your business.”

Tom Flockhart

Managing Director
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Capital Document Solutions has over 35 years’ experience in the office equipment and

document solutions market place. Over that period, we have earned an outstanding

reputation for delivering market leading hardware and print solutions, backed by

exceptional service and technical support.

We supply a range of office equipment from Ricoh, Konica Minolta, HP and Fujitsu

including multifunctional devices, printers, copiers, faxes, wide format machines and

bespoke scanners, all complimented by an extensive suite of software designed to

manage and control your document processes, page output and associated costs.

Through our branches in Edinburgh, Glasgow, Dundee, Aberdeen, Inverness and

Shetland we have extensive experience in helping clients make significant reductions

where appropriate in the size of their copier/printer fleet and associated operating

costs, as well as giving them the tools to manage and control their document processes,

increase their document security and minimise their impact on the environment. 

You can be assured that all elements of our contract management including billing,

end-user training and on-going technical support are delivered when and where 

you need them.

In addition, Capital has extensive experience and expertise in the offshore environment

and has long established service arrangements with partners covering the rest of the UK.

We would be delighted to provide you with any information you need, or better still

show you our range of products and document solutions. A visit to any of our branches

will highlight our organisation’s capabilities, our commitment to quality, customer

service and the environment.

With a dedicated team of 200 people delivering tailor made solutions and outstanding

support, Capital is ideally positioned to be your document solutions partner.

Introduction
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One of our showrooms.



Digital Office Equipment

As a major independent Scottish dealer, we offer the very latest digital office
equipment from some of the world’s leading manufacturers - Ricoh, Konica Minolta,
HP and Fujitsu. In fact, the latest MFD market share figures for the UK show Ricoh and
Konica Minolta in first and second place respectively and taken together, our range
of equipment accounts for over 44% of the MFDs sold in the UK.

• Multi-Functional Devices (mono & colour) – From entry level to very high volume

(VHV) production print devices for print room environments, our comprehensive

range of MFDs is designed to integrate printing, copying, scanning and faxing into

single, high performance units.

• Printers (mono & colour) – From standalone to network laser printers for 

high impact, cost effective in-house mono and colour output, our ranges deliver

high-quality printing on demand.

• Copiers (mono & colour) – These devices provide high speed, high volume image

duplication solutions designed to increase productivity, improve efficiency and

reduce costs.

• Large Format (mono & colour) – Our large format devices can produce in-house

prints of maps, drawings, images or posters. These outstanding products will

copy, scan and print all your large-format plans, drawings and documents quickly

and conveniently.

• Digital Scanners – Scanning documents into digital format has never been easier.

Our world class range of high-quality, user-friendly flat-bed and auto-feed

scanners can digitise all your paper documents.

• Fax Machines – A full line up of feature rich fax machines ranging from affordable

multi-functional models that also provide convenience copying and printing to

our high speed, encryption enabled SecureFax products.

5
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Software Solutions

Our suite of software applications is designed to help you produce, process, store,
retrieve and manage your documents more effectively. 

We have a portfolio of software solutions which covers electronic document
management, document capture, print management, fleet management and mobile
printing.

Electronic Document Management
• Laserfiche digitally archives scanned documents and digital files for fast and easy

document retrieval and storage in a secure central repository. This can all be
managed from a single easy-to-use interface. Document management software can
also integrate paper documents into electronic workflows and enhance document
security, traceability and maximise employee productivity.

Document Capture
• eCopy and GlobalScan capture, process and route paper originals to maximise the

information contained in them. Optical Character Recognition converts the
scanned image to text and can produce searchable PDF, Microsoft Word and Excel
file types. Connectors allow integration with existing business application such as
Microsoft SharePoint or Autonomy iManage Worksite.

Print Management
• Equitrac, SafeCom, Pcounter and PaperCut secure your document output and

reduce printing costs by directing prints to the most cost effective device. They
also allow you to apply print rules, report on usage and allocate costs to specific
users and departments or charge to external clients.

Fleet Management
• @Remote, Netaphor Site Audit, CS Remote Care and HP WebJet Admin auto

manage your device fleet. Fleet management software collects print count statistics
at a scheduled date and time. Service and fault notifications can also be relayed to
us automatically. Faults are often fixed remotely by one of our dedicated helpdesk
engineers, meaning less equipment downtime. Low toner alerts and meter readings
can also be automated. Fleet management software gives you information at your
fingertips to track your entire fleet and generates instant alerts that tell you when
a device needs attention. It also delivers productivity improvements through
automatic device configuration which means less of your time being spent on
diagnosing and solving printer issues.

Mobile Printing
• Hotspot Printing and ePrint allows you to print documents from your mobile

device. Send your print jobs to any enabled printer or MFD – whether you’re in
the office, at home, in a coffee shop or at a client site - and then simply collect the
documents when you need them.
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Cost Control
Reduce costs significantly

Print cost preview “Pop Ups” raise
awareness of print usage & costs

Control access to and use of colour

Control and account for
copying/printing with rules and
routing

Security
Protect your output

Authentication via PIN code or
swipe card

Confidential printing on all devices

Eliminate unauthorised use

Track and report on device usage

Efficiency
Supports the way you work

Intuitive interface – easy to use

Centralised administration reduces
IT overheads

Integrates with Active Directory

Pull/Follow Me Print from any
convenient print device 

Environment
Solutions for a better world

Automatic deletion of unwanted or
uncollected print jobs

Enforce default settings such as
duplex to reduce paper usage

Reduce power consumption by
directing output to the most energy
efficient devices

Benefits of Print Management Software
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Managed Print Service (MPS)

This is our fully managed solution, where we take responsibility for all your copying,

printing, scanning and faxing requirements in a fully inclusive service. 

By choosing a Managed Print Service from Capital you can significantly reduce these

costs and also greatly reduce your impact on the environment.

Our MPS begins with a detailed on-site visit to analyse your fleet of devices and

copy/print volumes to determine the total cost of running them. 

Our key objective is to optimise your fleet and document output – by removing any

inefficiencies such as underutilised or costly devices and eliminating waste such as

uncollected print jobs. We can then advise on appropriate printing policies and

software solutions to give you total visibility of the operating costs for your entire

fleet by device, user and department. Accurately measuring and monitoring your

costs means it is much easier to control and reduce them.

We also take responsibility for your on-going supplies requirements and provide

remote technical fixes to ensure that all your document devices benefit from the

maximum up-time. 

And with one supplier for all your service and consumables, you will only need to

manage one invoice.

“Capital Document Solutions has been very proactive in providing us with cost effective

solutions to support the continuing success of the firm. They were the obvious choice when we

undertook the recent Print Review which saw the installation of multi-functional devices

throughout the office and enables ‘follow me’ printing to be deployed.”

Turcan Connell

Benefits of our Managed Print Service include:

•Over 30% reduction in print costs

•Up to 25% reduction in consumable costs

•Up to 40% reduction in IT support calls

•Complete device/fleet management

•One supplier, one invoice

Environmental benefits include:

•Reduced paper consumption

•Reduced ink & toner consumption

•Reduced energy consumption

•Digital scanning equals less print

•EnergyStar Equipment
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Print Investigation

Our approach involves three phases:

ASSESS OPTIMISE MANAGE

Examine Document Process Reduce Device Numbers/Output Costs Ongoing Account Management

Carry Out Detailed Device Audit Document Output Strategy Performance Reports

Measure Volumes per Device Consumables Management Continuous Improvement

Determine Total Costs Remote Technical Fixes Share Best Practice 

Assess
Optimise
Manage

Surveys have shown that few businesses know how much it costs to own and run
their printers and even fewer know exactly how many printers and consumables
they actually have. 

Consider this: 

1. Most organisations spend around 3% of their revenues on printing alone

2. Expenditure in this area regularly features in the top 5 business costs

3. Up to 60% of all IT helpdesk calls are print related

ASSESS

• Information Gathering – We begin by capturing key information about your

organisation and your document processes.

• Audit & Analysis – We undertake a physical audit of your fleet to determine the

number of devices in use, their respective volumes and running costs. Our

consultants will also collect information from key users on the types of documents

they are producing and any specific requirements they may have such as scanning

or document finishing.

• Reporting our Findings – Our Audit report will provide full details on your entire

fleet and give you an accurate Total Cost of Ownership figure.
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Desktop Mono Printer

Desktop Colour Printer

Floor Standing Mono

Floor Standing Colour

Desktop Mono Printer

Desktop Colour Printer

Floor Standing Mono

Floor Standing Colour

The current device fleet and usage is established and reviewed together with floor

plans showing users, the number and variety of devices, page volumes and associated

costs as well as paper usage, energy consumption and general printing culture.

FLOOR PLAN 1

OPTIMISE

Based on our findings your account manager will provide recommendations

supported with “before” and “after” floor plans. These will include the most effective

deployment of new & retained devices, with software if appropriate, to enable the

use of “rules and routing” to control and monitor output and as a result, reduce costs

even further.  

FLOOR PLAN 2
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As a result of our print investigation, you will gain a comprehensive understanding 
of your current print/copy volumes and the costs to your business. From our
assessment of the report we will work together to:

1. Develop a bespoke Document Strategy

2. Design a print environment right for your business

3. Reduce your copy/print costs typically by at least 30%

4. Improve efficiency

5. Generate significant environmental savings through reduced volumes and 
lower paper and energy consumption

6. Provide a one supplier, one invoice solution

MANAGE
We commit to long term client relationships by taking time to understand your
business and how your needs may change over time. We provide effective account
management to continually optimise your document solution. 

Our dedicated account manager will  conduct regular reviews with you to report on
our performance and that of our equipment and software against agreed key
performance indicators.

We will share best practice experiences and your account manager will work closely
with you to ensure that your equipment and software solution keep making efficiency
gains and cost savings for your organisation throughout the contract term.

“Our thanks to Capital Document Solutions for their excellent service while reviewing our

current printing contract. The initial advice was refreshingly honest which helped the

Association change our printing arrangements in order to ensure our current and future needs

are met. All the staff we dealt with during the transitional period have been extremely helpful

and efficient. We look forward to building on this excellent start to our new working

partnership.”

Angus Housing Association
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Technical & IT Support
Dedicated to keeping your organisation productive

Our technical & IT support is one of the most important elements of our document
solution. As document technology becomes more complex and is fully integrated 
into the IT environment, providing first class technical and IT Support is even more
mission critical.

National Service With A Local Feel
Our regional call centres understand the geography of your local area and will direct
your service call accordingly. If a device or software fault cannot be fixed remotely, one
of our field engineers will be with you within 4 hours to resolve the problem.

Exceptional Technical Support
We understand that you need to get the most from your document solutions with
minimal downtime and disruption to your organisation. We pride ourselves in
delivering exceptional technical and IT Support to our clients – it really is our business
to keep your business running.

Helpdesk Support
Our technical helpdesk team will run through some possible remedies to get you back
up and running as soon as possible. If however, the problem cannot be fixed remotely,
we will send a field engineer.

On-site Service
Capital has over 70 field engineers, trained to the highest standards and fully committed
to ensuring that all your equipment performs to specification.

Preventative Maintenance
We carry out systematic inspections of your equipment in order to detect any
potential failures before they occur. On every service call our field engineers will carry
out a standard minimum 12 point check procedure. This process ensures that
equipment is maintained to the highest of standards. These on-site checks cover all
aspects of Preventative Maintenance (PM) and involve the replacement of parts,
consumables and the updating/rebooting of software to improve the user availability
and performance of all products.

Automatic Consumables Replenishment
We can organise automatic replenishment of your printer/copier consumables
including toner, ink, paper etc.

Automatic Meter Readings
To ensure you receive accurate billing, we can programme your equipment to
generate meter readings and send them to us automatically.

www.capital-solutions.co.uk15



Security for printers, 
copiers and MFDs
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Device Security

Modern printers, copiers and multifunction devices (MFDs) are active components
in networks and communicate through various protocols and ports. They have
memories and large-capacity hard disks, as well as their own operating systems. This
is why, from the point of view of technical security, they should be classed as servers.

MFDs store not only confidential information and issue this in hard copy form, but
also have many significant business processes dependent on their presence and
availability.

Multifunction devices should – just the same as servers – be carefully planned,
installed, configured, commissioned, serviced and documented.

However, the configuration possibilities offered by these individual devices have now
mushroomed.

Special care should be taken to ensure that a multifunction device fits properly into
the existing security concept and does not become a security risk.

In conjunction with our partners, we can assist you in examining your existing network
infrastructure with respect to current security requirements.

We organise security workshops for our customers and during these mostly one day
‘hands on’ seminars, we provide information on current security topics with respect to
printing, copying and scanning. Individual, bespoke on-site workshops are particularly
popular with major customers.

17



DSV Sapphire (courtesy of Bibby Offshore Ltd)
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Offshore Services

Capital has extensive installation and servicing experience in the offshore environment.
From our bases in Aberdeen, Inverness and Shetland, we service and support devices on
North Sea assets and vessels operated by many of the world’s leading oil sector
companies.

FPAL Advanced Registration 
Capital is the first and so far, the only company in our market sector to have
successfully achieved Advanced Registration with FPAL. 

FPAL is a supplier management online database used by the Operators and Large
Service Contractors in the European oil and gas market to source suppliers for tender
opportunities. Advanced Registration involves a thorough and rigorous assessment by
qualified assessors from FPAL’s Assessment Services team. 

We continue to improve our off-shore service capacity by increasing the number of
our engineers trained and accredited for this work. We have developed training and
service modules specifically for use offshore to ensure that casual users can also
operate equipment effectively. 

Improved helpdesk capabilities, effective initial training and easy to follow first line fix
information all increase machine uptime and minimise the requirement for potentially
expensive offshore visits by our engineers. However, when an offshore visit is required,
you can rely on us to provide the support and expertise you need wherever and
whenever you need it.

19
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Regional Branches & Service centres

Service centres only

Following our acquisition of Highland Office Equipment in January 2013, we now provide total

national coverage with a local presence from our 5 regional branches covering the Borders to Shetland.



Installation & Customer Training

Our in-house logistics and installation team will ensure a seamless installation process

at the commencement of any project. We organise and manage installations and

uplifts and oversee full delivery of all equipment and software. Our team also 

co-ordinates service and IT personnel to visit the site to ensure that equipment is fully

operational immediately following installation. For multiple machine installations,

our Project Manager will liaise directly with your team to ensure a timely and seamless

changeover. Initial training will be given on installation, followed by comprehensive

operator training from one of our experienced Customer Training Officers. 

Our Customer Training Team is widely recognised as being the best in our industry.

They are Microsoft accredited and are passionate about continually refining and

updating their knowledge and skills. In all cases they perform to a level unmatched by

any of our competitors - providing thorough and practical operator training to ensure

that maximum user productivity is achieved in the shortest possible time.

21

“The professional and in-depth training

sessions carried out by the Capital CTO Team

were superb. We’re now much more familiar

with all the functionalities of our new Konica

Minolta devices including scan to email and

scan to folder applications.” 

Malcolm Fraser Architects 
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Capital staff in our Aberdeen workshop.



Apprenticeships

Ronnie Melvin, Service Development Director at Capital Document Solutions:

“We sought to broaden our training and recruitment programme beyond the
conventional apprenticeship route to give us the opportunity to identify college
leavers and others with the potential to develop a successful career with our ambitious
and growing company. 

We have developed very positive relationships with a number of academic
organisations to ensure we maintain the momentum behind the programme.

We are a fully qualified SVQ trainer and provide eight young engineers with a full
three year apprenticeship under close supervision by senior service management. 
We have operated this scheme for over 15 years now and believe we are unique within
our industry in the way we have developed this. We recruit trainees from schools and
colleges, as well as the unemployed, giving them an outstanding opportunity for a
career path within our fast-moving market place. At the same time, both Capital and
our customers enjoy the benefits that come from regularly introducing talented
young people to our workforce. 

As well as workshop roles, staff can go on to positions in sales, field support, IT and
management, from our head office or branch office network.

Recently we have also teamed up with Edinburgh Council on their Edinburgh
Guarantee Initiative. This initiative has been launched to deal with the rising levels of
youth unemployment in the area. We already have five trainees under this scheme
and they have all now been offered full time employment, starting with our three
year SVQ Apprenticeship.”

Angela Constance MSP, Minister for Youth Employment, visited Capital Document
Solutions in recognition of our company’s long-standing commitment to creating
career opportunities for young people. She met with key members of staff, including
apprentices and trainees recruited as part of the Edinburgh Guarantee. 

The Minister commented: “For many years, Capital Document Solutions has built its success
on bringing young people in, training them up and making them an integral and valued part
of the business. That is a very healthy model and one which this Government fully supports. It
makes good business sense for employers and Scotland’s economy.”
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Our Quality Accreditations, Corporate Awards 
& Partnerships
ISO Quality Management System
Capital holds the BSI Certificate of Registration for ISO 9001/2008 – Quality
Management System for the installation, repair and maintenance of office equipment
and systems installed in offices and similar locations and the design of training
modules for internal and external customer training.

ISO 14001 Environmental Management 
ISO 14001 is an internationally accepted standard that sets out a framework of
essential elements for putting an effective Environmental Management System in
place. Capital has successfully achieved ISO14001 certification across our entire
branch network. This award recognises that we have a comprehensive  management
system and strategy in place that is committed to operating in the best interests of the
environment.

SVQA (Scottish Vocational Qualifications Authority)
Scottish Vocational Qualifications Approved Centre for field engineers.

EAL (EMTA Awards Ltd)
Approved SQA Assessment Centre.

FAST (Federation against Software Theft) Gold Stage 1
Ethical business standards on software issues.

Ricoh Prestige Partner
As a Prestige Partner, we are Ricoh’s largest dealership in Scotland, giving you the
benefit of our strong buying power and technical expertise. Ricoh is one of the world’s
leading innovators of office equipment technology with an R&D programme that gave
us the first digital copier. Its product range now spans scanners, printers, copiers,
multifunctional devices, print management software, document management
software, fax machines and office consumables.

HP Gold Imaging & Printing Solutions Specialist
As an HP Gold Specialist, Capital has achieved the highest level within HP’s select
group of printing partners. We can offer you comprehensive product information,
tailor-made document solutions and an insight into new HP solutions. Our fully
trained HP Office Printing Specialists can provide you with a tailored solution to
simplify your copying and printing environment

24



Konica Minolta 5 Star Service Accreditation 
We are proud to have achieved Konica Minolta’s highest accreditation. To retain this
award we are regularly and rigorously audited to ensure we have the necessary
structures to be able to support end users from entry level through to the demanding
environment of Production Print.

Laserfiche Winning VAR
Capital has been awarded the Winners Circle VAR for 2009, 2010, 2011, 2012, 2013
and 2014 from Laserfiche, the world’s leading supplier of Electronic Document
Management solutions. We have a dedicated Laserfiche support team and we are the
most experienced provider of sales, training and support for Laserfiche in Scotland.

Energy Star
Energy Star is a specific award for energy-saving devices. For example, devices that
fulfill the Energy Star requirements are at least 30% more efficient than conventional
equipment. In particular, they power down when not in use to save electricity.

FPAL
Capital has extensive installation and servicing experience in the offshore environment
and we have been registered on FPAL for several years.
We are the first and so far, the only company in our market sector to have successfully
achieved Advanced Registration with FPAL following a thorough and rigorous
assessment by qualified assessors from FPAL’s Assessment Services team.
FPAL is a supplier management database used by the Operators and large Service
Contractors in the European oil and gas market to source suppliers for tender
opportunities online. 

The Government Opportunities (GO) 
Excellence in Public Procurement Awards recognises innovation, excellence and
achievement in Scottish public procurement. The Awards bring together the public,
private and third sectors to celebrate outstanding successes in this critical area of
public service delivery.
We were presented with the GO “Best Service” Award in October 2012. This
prestigious Award serves to highlight our total commitment to supporting our end-
users through a service that greatly improves clients’ document processes and delivers
real added value.
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Edinburgh 101 McDonald Road, Edinburgh EH7 4NW • T 0131 557 4747 

Glasgow 4 Centurion Business Park, Seaward Place, Glasgow G41 1HH • T 0141 418 5588

Dundee 20 Exchange Court, Exchange Street, Dundee DD1 3DE • T 01382 236 308  

Aberdeen Grampian House, 46 Virginia Street, Aberdeen AB11 5AU • T 01224 576080 

Inverness Technology House, Harbour Road, Inverness IV1 1UA • T 01463 239764 

Lerwick Unit 5.3, Room 5, Toll Clock, 26 North Road, Lerwick ZE1 0PE • T 01806 220 500 

Capital Document Solutions has the environmental accreditation BS EN ISO 14001 in place at Edinburgh, Glasgow and Aberdeen branches.

D
esign + Print: ram

saygillies@
btinternet.com

      Ref: 03326 0614

www.capital-solutions.co.uk

“I hope you find our information useful. Capital is here to help your organisation.
We want to make acquiring office equipment and document solutions as simple
and straightforward as possible. With our experience and knowledge we will help
transform the way you produce, process and distribute documents. Working with
us will give you greater control over your devices, streamline your document
processes, minimise your impact on the environment and radically reduce the
costs associated with document production. Please do not hesitate to get in
touch. We would be delighted to hear from you”

Tom Flockhart

www.capital-solutions.co.uk


