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Waving goodbye to the dumping ground

A FEW years back, collaborative work spaces and shared
network drives became really popular. Every'one was doing it. I
know I had to contdbute to my project workspaces when I was
at Cable & \Wireless. !fle had to use our shared network drives
as space was running out on things like our e-mail servers,
so v/e were discouraged from sending attachments and were
sending links instead.

Sfell, several years orr it seems like these shared spaces have
become dumping grounds. I have been getting a few calls lately,
from companies looking to re-organise and consolidate them
with the corporate intranet. Interestingly, some are thinking
about purchasing a document-management system QMS).
A few years ago, I remember that only the really hardcore,
document-rich businesses - law firms, medical-records
companies, pharmaceuticais etc - were thinking this way. I realise
there are cheaper systems on the market now, but with advance-
ments 1n content-maflagement-system (CMS) functionality, many
organisations have abandoned multiple systems. Instead, they
can use a DMS with CMS capabilities for the website, or switch
to a CMS that manages intact documents too.

But is choosing the nght technology to manage your
documents the real issue? It's certainly an important part of the
solution, but not before your organisation addresses two key
points: workflow and content definition.

Lett start with wotkflow. It's easy to share and, usually,
sharing is good. Just save the data to a network drive and )'oute
away. And it's nice to think that alL your users will look at your
shared document-space guidelines and comply accordingiy. But
often the reality is that they don't and never will do, unless you
make drem. Workflow around your documents must be created
and enforced. An information stfucrure that isn't reliant on
company organisational structures, or employees' initials and
dates, must be put in place. This way documents should be
retrievable for months and, in some cases, \.ears to come.

The process must also ensufe that users have entered
good metadata: document description; kel,words; and, making
the distinction between author afld expert. The person uploading
the document will forever be the point of contact if these two
fields are not created early. The workflow process must reflect
who to contact about the document. both for administrative
and research purposes.

Taking this one step further, I would like to challenge organi-
sations and users to think about what content they are creating
with these documents and why it is being shared. Does it need to
be? Should it be managed as an intact document or placed on the
company intranet site for a wider audience? Perhaps you could
create a content page to house links to documents, so they
temain in context with other valuable information. But do we
really need to be creating a1l these documents anl.'way?

This is a nice transition into content definition. Are
documents considered to be content within your online
environment? Does content include docunlents? It sounds like
a silly question to ask but itt important. If documents are being
stored on shared spaces simp11' bs62u5e it's easier than using a
CMS, I believe you're missing a great opportuniry. In order to
derive knowledge from the information you hold as an
organisation it has to be structured and contextual. And, it must
have ownership. These things are easier to accomplish by moving
some of your publishing to the web, using CMS templates and
creating web pages for your content instead of moving your
documents to a new CMS or a DMS. A broken business process
will not be fixed by buying better technology.

I'm certain the debate will continue over what's best and why',
as vendors come out with newer. whizzier CMS/DMS
functionality. Just keep in mind that it's still all down to good
business practice, your users, what they need to get from the data
and how it is optimised for retrieval. If 1'ou have any comments
e mail me zt: lynda@fovsquaremedia.nett
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