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The Paperless Office: The challenge and the solution

“File sharing”, Records Management, and Document Management:  A look at the definitions and the requirements
digiDOQ is not a simple file sharing system. To understand why it is not, we need to look at some definitions. 
Terms such as “file sharing,” “document management,” and “records management” are thrown around as fungible phrases. Indeed, the terms are so misconstrued and misunderstood that a major force in the field, Laserfiche, has devoted several publications to help with their discernment. For the sake of clarity, here is an explanation of “file sharing”:
‘In file-sharing applications, file integrity can be compromised when a workstation program is interrupted in the middle of a transaction. With computing functions distributed across multiple tiers, however, the client does not open data files directly. Therefore, client interruptions do not threaten data integrity . . . .’
‘File-sharing systems can send a copy of the entire database over the network to the workstation, which then performs the search. This method leads to increased network traffic and search response times that are dependent on the speed of the workstation. File-sharing systems may be easier to develop and therefore less expensive initially, but their design ultimately restricts flexibility and scalability, limiting their long-term usefulness.
’
Laserfiche also describes a records management system:
Records management is the application of systematic controls concerning the creation, maintenance and destruction of records required for the operation of an organization. A chief concept underlying records management is the life cycle. Every record passes through a series of stages, during which its relationship to the organization changes. There are five major stages in a record’s life cycle:
1. Creation: Information is generated and gathered into a record.
2. Distribution and use: The record, along with any additional information about the record, is distributed within the organization according to the organization’s practices.
3. Storage and maintenance: The records are filed using a logical and defined scheme into a managed repository, available for retrieval by authorized users. The records management system is most important here. It is responsible for maintaining the integrity of the records, facilitating backup and assisting users in filing and retrieval. 
   [Note: Federated content present a serious complication to this model. digiDOQ makes it easy for the customer to accommodate and manage federated content. Federation provides record managers with the flexibility to keep records where they were created and live, or, to bring records into a separate repository. ]
4. Retention and disposition: The information in the record has declined in value. The record is no longer active, and is made inaccessible to most users. Depending on the nature of the record, it may be destroyed immediately upon deactivation, or kept in retention for a defined period of time.
5. Archival preservation: Records that will be useful enough in the long term to offset their storage costs are preserved permanently in an archive. The chief duties of a records management system lie at various points in this life cycle for each record. Filing, searching, retrieval, creating retention schedules, transfer, destruction, etc. all are part of managing the life cycle of a record.
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Again, quoting:
‘Succinctly, all records management includes document management, but not all document management is records management. Records management also includes archival issues— both assuring that permanent records are accessible and readable 100+ years into the future and protecting often fragile historical archives.’
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Comparing digiDOQ against the most robust Document and Records Management systems available, digiDOQ has a slightly reduced set of features. However, digiDOQ’s set of benefits is more than adequate for most users and is offset by its simplicity of use and universal access. 

Visually, this can be seen in the Venn diagram above.  
These are the kinds of things one is likely to see in a document management system … 
Generally, digital Document Management focuses on:
• Reducing lost and misfiled documents.

• Providing faster search and retrieval of documents.

• Reducing the amount of physical space used to store documents, such as file cabinets, boxes and shelving. 
• Helping to better organize existing documents.

• Improving general work processes and organizational efficiency.
Records management includes the above, plus:
• Identification of what records exist by records inventory.

• Application of required retention periods to stored items.

• Identification of the owner of each records series.

• Determination that a chain of custody and a proper audit trail both exist.

• Assistance in e-discovery issues and applying legal holds to records when needed. 

• Development and administration of defined records policy and procedures, regardless of whether the records are electronic or paper.

• Management of disposition (disposal of documents).

• Preservation of records throughout their life cycle.

The reason for the confusion in these phrases of art may lie in how records managers and IT personnel view the terms. The market for document management and records management is new enough that there is a battle for the minds as to which definitions will prevail. 
For the sake of completeness, here is Forrester’s view of the terms:
Records Management (RM) must deliver broader functionality than mere access to “records” … 
Organizations deploy RM to better manage and access historical information, whether that access is driven by the need to service customer requests, settle disputes, fulfill audit requirements, or address some other business requirement. RM has the added benefits of improving compliance and lowering litigation exposure from: 1) the risk of saving documents too long just in case they could later be used as evidence against the organization; or 2) the risk of incurring ﬁnes and penalties for accidentally or intentionally deleting documents related to legal cases. This paradigm for RM has worked well — although it is cumbersome — in a world of largely paper documents. But now, the literal explosion of electronic content in various forms and repositories creates a huge records management headache. In response to this challenge, RM products over varying levels of what boil down to four major functional categories: 
· Federated Records Management. Because content resides in varying systems and repositories, a growing number of records managers demand the ability to manage the retention and disposition of content in its native repository. Vendors offering federated RM can still have a separate repository for “official” records. But federation provides records managers with the flexibility to keep records where they were created and live or to bring records into a separate repository. This flexibility is what records managers demand and need — today more than ever. 
· Retention management. Information that’s not an official record is still very important to every single organization. Given the potential for litigation, every business and government organization should look to apply retention and disposition policies to all content regardless of its status as a declared, official record. Information that is not valuable to the organization should be disposed of in order to free up storage space, while all other information should be managed through the complete content life cycle. 
· Seamless end user experience. In most situations, businesspeople are responsible for declaring and classifying records. To sustain user acceptance and make it easy for non-technical users to understand how to use the system, RM software should make this process as invisible to the user as possible. This means abstracting RM functionality into common user interfaces, such as email or office productivity software, that they use every day. (Emphasis added)
· Process support for records declaration and categorization. Automating how content is declared and classified is another important feature. In a best-case scenario, content can be automatically analyzed, declared, and classified without the end user even knowing it occurred. RM software should give records managers the ability to create these records categorization processes and build RM tasks seamlessly into business processes as needed. 
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Archiving

To keep. Information must be
readable, no matter what
technological changes occur in
the future,

To move. Data must be migrated
to off-line or near-line storage
such as tape, optical storage, or
other low-cost storage.

Retention

Classify and store records
according to a defined schedule,
including potential disposal.

Store in an electronic format
and back up to another medium,
such as tape. A destruction
period is not explicitly defined.

File

A manila folder that holds paper
records. The act of properly
placing a record into the
appropriate container.

An electronic document.

Record

An official document of the
organization. Not every
document is a record.

A field in a database.

Preservation

How will this record be
accessed and viewed several
decades in the future? Will all
the components to read the data
still be available, including the
media that stores the data, the
device reading the modia and
the software that operates the
device and reads the data? It is

a record manager's job to think
about preservation and migration,
especially with records that
must be permanently retained.

Usually not addressed, or a
viewpoint of less than 10 years
is taken due to the expectod
change in the systems used. Will
it bo possible to successfully
migrate all the data to the new
platform in the proper format?

Office of Record

The one functional area of an
organization deemed the party
of responsibility for an
individual records series.

“The person who created the
data, who may or may not be
the ultimate owner of the
information.






digiDOQ is a document and records management service. While it lacks a few feature sets available on more expensive systems, digiDOQ mitigates these deficiencies with it universal availability, seamless user experience, and reduced cost. These reduced feature sets are growing weekly and the many of the deficiencies may not longer be there when the services are visited next. 
digiDOQ is also easily customizable to specific client needs. Thus the user benefits from digiDOQ’s simplicity of installation, utilization, speed of volume processing, outside-the-firewall retention, powerful search engines and low maintenance requirements; it makes Bill Hambrecht’s aphorism appropriate, slightly modified: “Sell 80% of the technology for 20% of the cost” and you have winner. 

Looking graphically at the relationship between records management and document management, we can illustrate the association as the Venn diagram to the right. 





Source: “Document Management Overview, p. 56 Please note that different terms mean different things to different groups. This chart illustrates some of the fundamental differences.
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