Whitepaper: Document Storage and Retrieval

How technology is
improving document
storage, access and security
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Digitalisation is transforming organisations of every size, touching on every industry and department, from
operations to HR, sales and finance. Document storage is no exception. Transforming document storage
through the use of digital tools can reinvent your business processes and increase agility. The first step to all
successful digital transformations is a simple one - to reduce our reliance on paper.

Improving document
storage and access
Employees spend, on average, two hours every day searching for information. Storing key documents using specialist software can
drastically cut this time, enabling employees to work on tasks that add value to your bottom line. Furthermore, streamlining your document
storage reduces the frustration and stress caused by endless searching for one piece of critical information.
It also boosts digital-first thinking, leading to a sea-change in business culture in terms of innovation, future planning and the use of
analytics and data. Investing in effective document management lays the foundations for better data analysis, the use of artificial
intelligence (AI), agile business processes and the early adoption of tools that can cement your place as a market leader.

Introducing the Document Management System

To get there, you need a Document Management System (DMS). This software can quickly sort and store your business critical documents in
a system that’s secure and gives you greater peace of mind.
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Benefits of a Document
Management System
Removing paper

A DMS will remove any paper-based processes (and therefore,
security vulnerabilities) from your business. This helps to improve
business continuity, as documents cannot be lost or stolen as
easily. Physical storage for paper records will be reduced. It also
decreases manual data entry, which improves the accuracy of data
that’s input; that has a knock-on impact on the accuracy and
trustworthiness of any data analysis undertaken.

Automation for efficiency and speed

Of course, with less manual and time consuming work (and greater
automation), processes are sped-up. In other words, time-critical
tasks like invoice approval or holiday requests can be processed
rapidly, giving a better employee and customer experience.
Indeed, some document management systems are advanced
enough to do some tasks – such as holiday approval automatically. This frees up time and resources for more
value-added activities.
Intelligent indexing is another valuable time saver. Key information
on scanned paper, PDF files, email attachments and other
documents can be automatically saved in relevant areas, removing
the need for a dedicated employee to sift through numerous files
and manually input the information into your system.

Audit preparation

Preparing for audits is also easier with a DMS because everything
your team needs is kept in one place, accessible by role and
seniority level. Finance teams, for instance, can access financial
documents like invoices and balance sheets. HR can instantly
access employee records and pay details.

Security

These documents can be retrieved when needed and archived
when they are no longer required. Vitally, because access can be
controlled by business area and level, sensitive information, like
payroll details, remains secure.

Compliance

There are a growing number of international laws that require
long-term, secure storage of personal, sensitive information.
Documents with employee details, for example, must be
adequately protected from a data leak. With a DMS, such files are
electronically filed and access is granted only to authorised
personnel. This also makes it easier to comply with locking and
notification schedules and deletion of data when requested.

Greater mobility and flexibility

For organisations looking to embrace a mobile, flexible workforce,
a DMS is a necessity. Because documents are accessible to any
employee with the right credentials, they can access their work
from anywhere in the world, and at any time. This gives far greater
freedom for both employee and employer.
Your team can work at a time that suits them. That will lead to
greater job satisfaction, productivity and retention, in fact 89 per
cent of flexible workers believe that their flexible work options are
a key motivator to their productivity. For employers, offering
flexible and remote work options can increase the available talent
pool. Something that’s essential when recruiting for in-demand
roles.
With such options, you are no longer restricted to geographical
barriers and can recruit from a diverse global market. Plus, your
organisation can attract more working parents, carers and others
with external commitments.

Integration

A good DMS provides integration with other systems, helping to
streamline common operations like talent acquisition or
on-boarding.
An HR team, for instance, could use a DMS to store and access CVs,
interview materials, contracts and employee reports. This could
link to other tools such as internal messaging or talent
management systems, to provide a seamless user experience for
HR. This will allow the team to answer employee queries, support
the workforce and provide timely insights to senior management,
all in a shorter time frame.

An essential investment

Using a DMS for your document storage and retrieval is a
worthwhile investment that will benefit your entire organisation. It
will improve workflows and streamline operations, reduce manual
entry and inaccuracies, and increase the security and compliance
of your document management.
Without a DMS in place, your future digital plans will fall short. This
software is essential for any organisation aiming to get ahead in
the coming years.
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To discover how a DMS can positively impact your operations,
employees and bottom-line, contact our expert team.
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