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he intelligence and know-how of owr

companies is determined by fwo basic

alemanis, the knowladge of our persocnnel
and the information available te them. Howevar
ihe |'||;v:':||'|'||:||-:':f"| withim cur COMEIEnIEs 15 masd :‘J[‘Er‘l
not readily ovoiloble fo the employeess and thus
effecting the cverall lunctioning of cur componies,
We maintoin our own “persanal” archves thot we
only hove occess to and the company corporote
grchives. Both hove token o large mumbear of man-
hours to create and confoin o vast amount of
impaortont informafion. However both orchives are
not eosily occessible. How often hove you sent o
secretary fo find a specific document and he returns
emply handed? Especiolly when YU krnow the
document should be there, bacouse you refrieved
it last week, What it most often boils dawn o is that
we heve lo rely on the knowledge of our employess
for cur supply of information.

Althaugh we employes “campetent” peaple a help
keep cur companies renning, the productivity par
individual is not moximized. With the curent
sconomic climate we are reducing cverheods,
which allen results i the reduction ol hecdoaunts,
Mot only does this result in hoving fo cccomplish
more work with fewer rescurces, but also we ore
geting rid of valuable information sources. To
compensate for this reduction in resources we hove
te rely more on Intormotion Technology (IT).
However most T solulions ore used lo generple,
distribute or monoge elecironic information anly.
Think of the obvicus scliwore pockoges like YWord
processars, spreadsheats, Accountng and Hurman
Fesources pockoges. Alfhough these pockooes have
been developed to help genercte electronic reports
or dacuments (Inveases, confrocts, purchase orders,
eic], the final aulpul remaing the some; poper. 5o
the reality s that o lof of our information & sfill
sfored, distributed ond monoged in o poper
formnat, As you can well imogine managing poper
decuments is o very loborious underoking, which
is o confrodiction fo our company goals.

The softwore industry of course hos not been
sleeping and there are many companias now
developing softwore pockoges enabling you to
digitize [document imaging) and manoge your
poper documents. & typical solufion for document
imaging ond archiving in an existing netwaork would
consst of o document scanner, PC, saltware and
in zome coses additiona! storooe hordware,
Implamantfing thesa kinds of soluficns have proven
te reduce workloads, reduce averheads ond
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increcse company efficiency. Documents are na
longer lost, employeas can find the documendts they
are looking tor and more imporontly use this
informotion fo support their business processes, B
is abways very templing 1o buy something that con
offer cost zavings; theretore it is extramely imporiand
that you sefect the right product to be installed by
e right campany.
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If o proper document imaging, orchiving, refrieval
system has been nstalled then it = only o mafter of
process o make infarmafion aveiloble
alactronically. But quite often the problem doas not
end here, Once the poper documents hove been
procested and made ovailoble 1o our employees
wa still need to keep the documents. This does not
apply fo ofl types of documents, but documents
like opplications, controcts and project
documentation de. In order for s fo store these
documants wa inves? lorge omaounids in filing cobinats
and other paper starage devices. And once again
the ssue of physically manoging poper crops up
and keeps us from focusing on our core business.
The cbvious solufion to this problem is o howve o
third pary foke core of this poper s'oroge ond



