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Abstract: Nowadays the administration at the business companies and also at the public 
administration are still based on paper documents. The computerized business routine 
generate exponentially more paper. It has been estimated that organizations double the 
amount of paper they are filing every 10 years, with each worker generating an estimated 
45 – 15,000 sheets of paper per day. 
Even though the electronical document management solve several problems although 
propose some new questions also. 
Paper documents are hard to find, as the document you may need may be misfiled, in use 
by another employee, or lost. It also costs a significant amount of money to file and 
maintain all of this paper. An average 4-drawer file cabinet can hold approximately 15,000 
sheets of paper. It costs almost $10,000 to fill a 4-drawer file cabinet, and it can cost 
another $26,000 in retrieval labor per year for maintenance of paper files. Studies have 
shown that the average document in an organization is photocopied 19 times, with 25% of 
the filing time for that document being spent in walking to and from the photocopier. 
Electronic Document Management Systems (EDMS) are used to capture, manage, store, 
retrieve, preserve archive and deliver documents and records content in various forms 
across an enterprise usually integrated with the groupware system, supplemented with 
security, permission and other administration processes. 
Considering it’s functionality and complexity there are a lot of Electronic Document 
Management Systems, from the simple central stroded document system until to the Web 
based content-, and project management systems integrated into the ERP and Worklfow 
system. The fast, secure storage and management in large quantity is expected of the 
system. Ensure the document management system to the shared, collective access with 
comprehensive search possibility. 
To reach a real benefint the document management system should be joinable to the 
employee’s daily tasks without special changing on the working processes. One simple 
soultion if the EDMS is builded into all the document management applications for 
example into the Word processor, and to the communication softwares. 
The document production also takes a lot of times although one part of the work processes 
are sablonizable and the produced content storable or to be found at the corporate 
databases. Effortless solution to automatize theese processes to generate the documents 
from the stored coprorate data with templates and minimal human intervention. It works a 
lot of times only with bills and accounts, or with marketing letters. Such types of documents 



are easily produceable with the Microsoft Word’s mail merge function. The data source 
could be a text file, an Excel document or the corporate database itself also. The 
technology and also the XML structured data storage are exists. As is to be expected the 
DMS is integrated into the groupware systems and takes the collective document 
management and the retrieving into the center. The XML based storage can support both. 

1 What is a Document? 

A specific organisation’s structured information are recorded, stored in documents 
which are connected to a process, an activity or an event. To look at the 
documents appearance form (paper based- or electronic documents), functionality 
and status are various dependent on the organisation’s operation, activity, habit 
and practice. 

The document is the corporate knowledge! 

2 What is ECM? 

Enterprise Content Management (ECM) encompasses several technologies, tools, 
and processes used to capture, manage, store, preserve and deliver document and 
records content in various forms across an enterprise. ECM is a broad umbrella 
term that encompasses several varieties of technologies, including imaging, 
document management, records management, archiving/repositories, and web 
content management. 

Document imaging generally refers to the process of scanning forms and 
documents and converting those documents into standardized digital file formats. 
Many companies also elect to utilizespecialized capture tools that enable OCR 
(optical character recognition) processing to facilitate either an automated or 
manual indexing process. In the indexing process, key pieces of information are 
tagged to enable streamlined searches using document search/retrieval software. 
Nowadays the index file is in XML format. At a minimum, documents and forms 
that have been scanned are usually stored in a digital document repository 
application, or simply archived on CD-ROMs or microfilm. However, many 
companies today are electing to extract the maximum amount of value possible 
out of their archived documents, by making them accessible via an EDMS or 
Records Information Management (RIM) system [1]. 

Although the EDMS often differ slightly in functionality, the term Records 
Information Management (RIM) system is also used to refer to systems used to 
manage corporate documents, forms, and records. These systems enable 



streamlined retrieval of documents, forms, and records, based upon intelligent 
indexing schemes embedded in the documents, or via sophisticated search engine 
tool capabilities, or a combination of the two. There are numerous software 
companies offering various EDMS and RIM solutions today. 

When combined with document imaging, capture, conversion, and indexing 
processes, EDMS and/or RIM solutions provide a means by which paper, 
microfilm, aperture cards, and other documents can be transformed into easily 
retrievable electronic files. These files can then be shared across an organization, 
permitting simultaneous use, and significantly increasing employee productivity. 
SomeEDMS and RIM applications are “web-enabled”, allowing users to utilize 
intranets or extranets to access repositories and deliver information. Many of these 
solutions are web-enabled via integration with a separate Web Content 
Management application and sometimes with a Web service based communication 
tools. 

It is widely agreed that there is no single document or records management 
solution that is appropriate for all businesses. Each individual company must 
carefully assess their technical requirements, the volume of documents and data to 
be handled, and examine current and future workflow process plans to arrive at a 
selection of the best solution for their needs. Also involved is the decision as to 
what portions of the document or records management projects and processes can 
be outsourced to vendors, and which should remain in-house. Many companies 
often rely upon consultants or document- and records-oriented technology vendors 
to support their evaluation of these important decisions. 

3 EDMS Functionality 

Each business organization has its own document types, workflow processes, so 
there is no one EDMS for every company. But the EDMS fumctionality are 
similar. These finctions are the following [2]: 

• Document- (text, picture or voice) 

o creation, digitalization of paper documents, adding meta information, 
identification, register, modification, actualization 

o automated document creation from templates 

o wide retrieval possibility 

o delivery, sharing, traceing 

o archiving, sorting out 

• Establish the document connection 



• Business routine, execute the working processes with deadline watching 

• Manage the access permissions 

• Authentication 

• Secured data storing 

 

Figure 1 
The EDMS system 

4 Document Conversion 

Virtually any type of document in any business organization can be converted to 
electronic format and managed in a document management solution. [1] For 
example for many years, it has been a common practice for finance organizations 
to utilize microfilm to capture and archive images of bills and remittance advice 
forms, and indeed a number of specialized software applications were developed 
just to accommodate these specific types of documents. In the past, many 
organizations were still content with maintaining numerous filing cabinets full of 
other types of financial documents and general day-today business process 
documents. However, this trend is changing rapidly, with numerous companies 
now taking advantage of imaging and document management solutions for all of 
their business process documents. 



5 Content Management 

Basically there are three basic steps to manage the content effectively. These are 
the content creation, the document and workflow management and the content 
delivery[2]. 

5.1 Content Creation and Information Collection 

During the content creation, multiple authors create the content. For the entire 
created content, version control should be implemented. The version control 
system should store multiple versions and types of a source file (paper based, 
multimedia, e-mail or file), as well as record history information about the file, 
such as: creation date, who created it and the version number or label. 

5.2 Document and Workflow Management 

Workflow management is crucial to the content life cycle process. There was a 
time when one author managed all content creation. Today, because of the need 
for up-to-date information, organizations must have strict workflow management 
processes to ensure accurate content. 

During the workflow management stage, an organization assigns certain access 
rights to staff while establishing and enforcing standard authoring and publishing 
processes for new content. 

Workflow management begins when a content creator submits work for approval. 
After an asset is submitted to the database repository, a submission log records 
and notifies the next individual within the process. An audit trail is created and 
alternate versions of the asset are available for rollback. 

The new Web development platform has substantially reduced the risk of lost, 
duplicated or overwritten Web assets. 

When establishing a workflow: 

• Define roles and tasks clearly. This avoids confusion and delays. 

• If possible, create user groups for roles. A workflow based on roles and groups 
ensures that a task does not wait on one person. Groups and roles give multiple 
individuals publishing privileges. 

• Create different workflows for different assets. An image and a legal document 
may require separate roles and processes. 



5.3 Content Delivery 

To dynamically deliver content, a content management system must assemble 
components according to explicit or implicit user information. This information 
can be in the form of user profiles (stored explicit information), business logic or 
user segmentation information. There are three main forms of dynamic delivery - 
personalized, localized and globalized. Of course, content can also be either 
statically or dynamically compiled, and delivered directly to users without any 
type of true behavioral logic. 

Personalization is used in some fashion at most Web sites. Personalized content 
can keep visitors coming back to the site. 

6 Web Content Management System 

Content manafement for the Web. This technology is focused on helping 
organizations manage for websites. Depending on the system, web content 
management solutions can offer tools and processes to create, manage, 
personalize, and distribute (post) content (or information) to websites, PDA, cell 
phones, and other information delivery devices. Content management systems 
have evolved significantly over the past several years—to the point where they are 
capable of executing and enabling more sophisticated tasks. Most systems place 
the power to publish online content to the writers and editors, eliminating the 
delays assiciated with hand-coding of content and allow scheduled publishing and 
removal of online content. Meta-data descriptions of content are automatically 
generated or their entry added by authors. 

7 The Role and the Advantage of Using XML 

The XML structured meta-data description of the documents accelarate and exact 
the searching processes and it also makes multi-platform publishing, data 
portability simple. Theese description should be individual in every organizations 
fit into the work processes and correspond  to the used document types. 

The second advantage of using XML is to create documents automatically by ERP 
system or other corporate applications. XML is the future in data storage. The 
author can define the format, for example, the Microsoft Word 2003 has it’s own 
XML format that any application can generate easily. With Infopath the author 
can create an XML structured web document template of using the corporate 
databases as an information source or to store the filled document forms. 



The most advanced content management systems provide several industry-
standard based options that help the content management system integrate easily 
with application servers and other critical e-business applications, such as 
Enterprise Resource Planning (ERP) and Customer Relationship Management 
(CRM). These integration methods may include Extensible Markup Language 
(XML) that stores meta data for the documents and helps the web service 
transactions. These industry standards reduce the amount of time and money a 
business would spend to custom-develop the interface. 

Conclusion 

Content is becoming very important in this competitive environment, but 
sometime too much information lead to boredoms to the customers as well. With 
having content in place, there is need to control the content effectively so that only 
needed content is passed out and that with effective management of content. 

I think the paperless office is propably not possible at the near future, but the 
electronic strograge, management and retrieval of documents can reduce the 
administrative and operational costs and able to motivate the effective teamwork. 
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