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What is Document Management?

Document Management
is the process of
electronically capturing
and storing documents.



Presenter Notes
Presentation Notes
Once captured, the documents can be retrieved and displayed, processed and distributed to other users, faxed or printed. 
Scanners are used to electronically capture the documents. The documents are digitized and stored on a central server. Optical Jukeboxes are used for long-term storage of the documents.
 
Every business generates vast amounts of information on a daily basis, and although an increasing amount is held on computers there is still an amazing quantity of paper based documents. Each one of these documents has a value, and some have to be retained for many years for legal reasons - it is immediately apparent that companies need some sort of system for Document Management.
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Benefits of Document Management

¢ Office floor space savings
*+» Reduced copying charges
*» Off-Site storage savings
*»Improved response time
Reduced future filing costs
mproved customer service
Reduced labor costs
mproved productivity

Protection against catastrophic loss
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Office Floor Space Savings

**» Fewer file cabinets take less space
*»» Historical documents can be scanned

+s» Current documents can be scanned and
originals discarded or filed in storage



Presenter Notes
Presentation Notes
Companies are obliged to keep certain records for predetermined periods of time for legal purposes. These range from just six years for purchase ledger documents (satisfying the Companies Act and Charities Act) to retaining annual pension record accounts indefinitely to satisfy the Companies Act and Commercial Pensions Act 1995. Suddenly the amount of information that is generated on a daily basis is overwhelming, and company directors have the ultimate responsibility for maintaining these records.

Scanning documents and integrating them into a document management system can greatly reduce the amount of prime storage space required by paper. The ever increasing cost of commercial premises (especially those of central city locations) can present a major cost saving.
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Reduced Copying Charges

**No need to photo copy or make multiple
copies

*» Making copies for multiple files is a thing of
the past



Presenter Notes
Presentation Notes
A reduction in photocopying, faxing and courier/mail document transport as everybody refers to an electronic copy of the document.
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Off-Site Storage Savings

*» The need for off site storage is reduced

** Most documents can be discarded after being
filed

“» Computer generated reports can be maintained
on-line.
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Improved Response Time

*» Get access to your documents when and
where you need them

*» Multiple people have access to your
documents simultaneously
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Improved Customer Service

*» Provide your customers with answers
Immediately

** Provide instant copies of documents



Presenter Notes
Presentation Notes
The ability to answer telephone queries due to almost instant access to information negates the need to call clients back 

Improved customer service and satisfaction due to increased response times, allowing you staff to concentrate on core business activities.
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Reduced Labor Costs

*» Less labor intensive than manual filing

** Process can be centralized

“*No more hunting down file folders



Presenter Notes
Presentation Notes
Staff productivity is increased due to the time saved in searching for documents stored on paper or microfilm.

A reduction in the time and money spent searching and recreating lost documents. 

A well respected company found in 2000 that an average company loses 1 in 20 documents and spends an average of 80 hours per year re-creating lost documents.

Improved cashflow through increased productivity of processing invoices and "cash critical" business documents.
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Protection Against Catastrophic Loss

*» Paper documents can not be backed up
*» Backups of documents can be stored off site

“* Redundant sites can be maintained allowing for
near zero down time

** More secure than paper documents



Presenter Notes
Presentation Notes
Better control of the security, monitoring and flow of information.
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5 Elements of a
Document Management System

“*Scanning
“*Storage
“*Indexing
“*Retrieval
*Access



Presenter Notes
Presentation Notes
Scanning 
Major advancements in scanning technology make paper document conversion fast, inexpensive, and easy. A good scanner will make putting paper files into your computer easy.   
Storage 
The storage system provides long-term and reliable storage for documents. A good storage system will accommodate changing documents, growing volumes and advancing technology.  
Indexing 
The index system creates an organized document filing system and makes future retrieval simple and efficient. A good indexing system will make existing procedures and systems more effective.   
Retrieval 
The retrieval system uses information about the documents, including index and text, to find images stored in the system. A good retrieval system will make finding the right documents fast and easy.   
Access 
Document viewing should be readily available to those who need it, with the flexibility to control access to system. A good access system will make documents viewable to authorized personnel, whether in the office, at different locations, or over the Internet. 
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What is the Process?

Store Retrieval Access

Scan paper documents Stored documents Retrieve with tools Access is determined
on the hard drive in the system by the system



Presenter Notes
Presentation Notes
Documents are scanned into the system. The document imaging system stores them somewhere on a hard drive or optical disk. The documents then get indexed. When a person later wants to read a document, they use the retrieval tools available in the document imaging system. Which documents can be read and what actions performed on these documents is dependent on the access provided by the document imaging system. 
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Considerations

“* How many documents must the system store?
“* How many users will be using the system concurrently?

“* What departments will be using the system and will the
public have access?

“* What serious problems must absolutely be solved, and
what issues should be addressed to make life easier or
reduce costs or improve productivity?

“* Do you want a turnkey solution or a customized one?

“* What type of network is currently used?



Presenter Notes
Presentation Notes
When deciding on a document imaging system, there are a number of questions to consider.

• How many documents must the system store, considering both the number of existing documents and the number of documents added annually? This information determines how much storage space is needed, the hard- ware configuration and the cost of the system. 
• How many users will be using the system concurrently? This determines preliminary software costs and server size. 
• What departments will be using the system and will the public have access? This deter- mines what specific features and levels of security will be needed. 
• What serious problems must absolutely be solved, and what issues should be addressed to make life easier or reduce costs or improve productivity? This determines which functions will be system requirements and which might be optional. It also helps determine whether plug-ins or customizations will be needed. 
• Do you want a turnkey solution or a customized one? This determines the amount of consult- ing, installation, training, configuration and support that is needed. 
• What type of network is currently used — NT, NLM, LAN, or other — and will it stay the same? This determines network constraints, system configuration and workstation upgrades. 
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Legal Issues

“» Controls to ensure integrity, accuracy and reliability.

*» Audit trail to prevent and detect unauthorized creation of,
addition to, alteration of or deletion of records.

*» A complete and accurate transfer of records can be
made.

¢ Controls to prevent and detect deterioration of records.
“* An indexing system that assists with finding records.
* Ability to print copies of records.

+» Must be able to cross-reference with other record-
keeping systems and software.

+» Documentation on how the software works and how it
has been set up.



Presenter Notes
Presentation Notes
Legal Issues 

As document imaging becomes more commonplace, numerous laws have arisen regarding the legality of imaged paper and electronic files. Many government agencies now accept imaged documents as legal records, meaning that the paper originals can be destroyed, given certain conditions. 
• Records must be stored in an unalterable format, such as CD, DVD or WORM. 
• The system has reasonable controls to ensure integrity, accuracy and reliability. 
• The system must provide some type of audit trail to prevent and detect unauthorized creation of, addition to, alteration of or deletion of records. 
• A complete and accurate transfer of records can be made. 
• The system has reasonable controls to prevent and detect deterioration of records. 
• There is an indexing system that assists with finding records. 
• The system has the ability to print copies of records. 
• The system must be able to cross-reference with other record-keeping systems and software. 
• The system has documentation on how the software works and how it has been set up. 
The legality of imaged documents varies depending upon the federal agency, state, county, municipality and department involved. Organizations should consult with an attorney on the specific statutes governing their area.
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Conclusion

‘*Reduce costs

*Save time

“*Increase productivity
‘*Increase customer satisfaction
“*Improve security
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