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As the time passes by, the business of the company starts growing and hence the volume of a
companyâ€™s documents also continues to grow and so your job becomes more challenging, which is
to manage the documents in a systematic and a disciplined manner. Companies have thousands of
documents due to several reasons and hence managing all this paperwork in the form of documents
becomes very difficult and  so the new system which is the  document management system came
into existence, which ensures that all the files are easy to find and manage.

The management system document has the following benefits: compliance, security, improved
efficiency, cost effective, disaster recovery and improved accessibility.

Every company wants to ensure that all your employees and the customers have access to all the
important information very quickly and one feature which cannot be ignored is the security. The
secure instant access to all the documents and the related information is also vital for the
organizations growth and development. Some of the features of document management are as
follows: reduced spending on printing, the document search time is considerably reduced, the time
in filing the documents is also reduced and the most important part of the management document is
that it supports the â€œGo Greenâ€• movement.

This system has been in practice for many years now, it came into existence since the human
beings began to write down all the relevant information which was very important for the operation
of the society and also which could have affected the business. This system was invented at the
end of the nineteenth century and hence it became popular as people saw this as a solution for
storing and cross referencing the various paper documents and the similar process was there until
the computers became popular and were seen in the offices all around the globe.

This system can very conveniently control the creation and the authentication of the documents, it is
also very useful in exercising the version control,  where basically several multiple versions of the
documents are maintained, it helps in the storage of the documents  with dual objective that is firstly
to prevent the unauthorized access to the various important documents and secondly this system
has been very helpful in allowing a quick recovery from physical damage or  from the loss of various
documents. It is also quite helpful in creating the policy which is used mainly for archiving the old
documents and hence disposing them at the end when they are of no use any more.

This system has been very helpful in keeping the track of the various documents from time to time
and also providing an extra benefit of being able to revert back to the older document if found
necessary. If the information is not organized properly there could be many version of the same
document, which can cause problems to the users.
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