20, Article Side

Q Keeping Your Document Capture Solutions in Sync with Technology by Caitlin Jones
Article published on July 14th 2012 | Software

Space crunch is a problem faced by everyone. In this era of space deficiency, would you like it if
large piles of files and folders use up a lot of your office space? No! Well, then you should head
towards a good enterprise document management systems to get your office rid of all the
documents lying there since time immemorial! There are various tools available that will help you
consolidate all your real life documents into digital copies by scanning and thus, getting you a lot of
empty space in your office. Such document capture tools can help you organize all your files
according to specific keywords and archived according to their date. This will make retrieving and
accessibility a lot easier than the traditional methods of searching for files.

Enterprise document management tools can save a lot of your time by increasing productivity and
cutting down on the time of searching for files. You can obtain a lot of advantage by saving time
through indexing document, which means arranging documents by tagging them. Tagging
documents enables them to be found very easily and your entire organization can benefit from this
improvement in equitable distribution of information. This will also make documents accessible to all
and remove all threats of grapevine in your organization. There will be no information that the
seniors and bosses will hold back since all information will be available with ease. Also, present day
document capture systems can offer you advantages such as:

a€¢ Saves space: You can get rid of all your real world storage problems and get that store room
empty. Convert your store room into your trophy room, where you can display all your
achievements, or make a canteen. The choice is yours! With digital storage, all you will need is a
hard disk, which will hardly take up a palm width of space.

a€¢ Ease of access: Companies keep their old files stacked up in their warehouse or some go-down. It
becomes really to access the files in such conditions for various branches of the company located in
different cities. With digital storage and document management version control, all your employees
across the country or globe can access all files.

a€¢ No misplace of papers: Papers are easily lost and misplaced. Also, they are stored according to
numbers but once if they go out of order, it becomes really tough to get them back in place. With
digital storage, there will be no misplacement and all documents will be accessible to you at the
touch of a button. Indexing document will enable you to search for documents by just searching for
a keyword.

a€¢ Convenience at its best: Imagine two situations &€“ In the first one, you spend a lot of time climbing up
on the stool, looking for the tender papers you had issued in 1999 from among 100s of files! In the

second case, you are sitting on your computer and you just type a4€°1999 tendera€™ in your document
management version control software. Both yield the same result, but which one was easier?

Go for these tools; they will make life hassle free.
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