Anatomy of a successful Document Management System:

1) It ALWAYS starts with the documents (files).  (or said another way- the document (file) types)  Therefore, the first step is to define your document (file) types. By document type, determine if they are B/W, Color, Gray Scale, single or multi-page and the “source” of the document (file).  Sources included scanned pages, existing digital files or images, emails, faxes, etc.

2) Answer the question: Do we need a document archival and retrieval system or a full document management system?
*A document archival and retrieval system allows storing files in a File Repository and using some method to retrieve the files.  The files may be associated with a database to facilitate retrieval or organized using folder structures or both.  There may be security applied to restrict unauthorized users to access the document.

* A full document management system includes the functionality described above, but also includes other functions such as: workflow, access auditing, collaboration, check in/out, etc.  List all the functions you require to achieve your paperless goals.
3) Decide what users will need access to what document types (files), and the security level required for each.
4) Decide if you want a client/server implementation or browser based (e.g.-Internet Explorer) implementation.

5) Determine, by document type, the “indexes”, “fields”, “tags”, (all mean the same thing) needed for purposes of categorization and retrieval.  Also, include the “source” of this data.  Is the data stored in the file name, or in a barcode, extracted from OCR, ICR, or OMR or manually entered?  Most importantly, can the data be pulled from an existing database to facilitate auto-indexing (operator unattended)?

If you successfully complete the analysis above, and would like a demonstration of software that will achieve your goals, please send an email to arrange for an appointment.  If you have questions, or need help doing the analysis, please send an email to arrange for a free consulting appointment.  
