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A DOCUMENT MANAGEMENT SYSTEM
IS ONLY AS GOOD AS ITS INDEX

BY VIKING SOFTWARE SOLUTIONS

In adocument managemert system, anindex functions asthe mears to retrieve documerts. Without
retrieval capahlities the content would merely take up space.Giventhis vital role, companiesshould
giveindexing cardul consideraion whenimplemerting anew system

Index Validation

We are akedtime and again about various agpects of documert maragement:
¥ Web-basdstorage vs. in-house server

¥ Simpleindex vs. advanced taxonomy with metadata

¥ All-in-one system vs. interfacedopensystems

¥ Seaching timevs. indexing time

In all of these comparisons one thing emergesasthe single most importart factor; the validity of the
index assignedto the documert images 85% corred isn't adequate, nor is 90%, or even98%. An index
must be 100% correct 100% of the time, or therewill be lost images These lossestranslate into to wased
timebecause you will not know that you camot locat adocumert until after you have spert hours
searchng for it.

Think of thetimeit takesto locatke a paper documert thatis missing. Seaching for animage canbe even
more time-consuming. Therefae, indexing correcly is anessertial part of documert maragemert.

AlIM presdert John ManciniOs aprure: On-Ramp for ECM"* describesthe complete process of
Electronic Contert Managemert. In his diagram, at the intersecion relatedto indexing, he says, Olrdexing
isNOT optional. No other way to find documerts.OAnother essertial part of the onramp, according to
Mancini's diagram, is quality assurance. CElectronic imagesmust be double-checked.O

Indexescanconsist of afew key fields per documert or the full text. Thereare several different waysto
capure the information that goesinto the index. Many companiesuse auomated character recognition on
anumber of levels from barcode to ICR. Othersuse key-from-image operators. Whether the initial
process of gathering informaion is auomatedor marual, documert maragemert systemsneeda quality
assurance proces that guararteesaccurate indexes The bottom line for any type of data capture is that
the systemmust have a way of validating the information through a second operator, a database lookup,
or both, if you want a useful, accurate index.

Index Enhancements: Taxonomy and Metadata

For years the recads mamgemert industry hashada consensus on bed pracicesfor organizing filing
systems These same organizaional structuresare the road mapto follow whenegahlishing documert
index structures This kind of in-depth organization is not always availal e during the scan stage of
document maragemert. Taxonomy is frequerntly added and erhanced during the quality assurance step.
At thattime, documerts canbe analyzedon a case-by-cas bass and more data fields areadded as
necesary to define the documernt contertsin greatr depth.

! John Mancini, CCapture: On-Ramp for ECM,OAIIM, November, 29, 2006,
http://www.alim.org/article-webinar.asp? D=32261
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In his presertation at the 2005 ARMA confererte, LIoyd Dugansuggededthat 10 or fewer key data
fields aregenrerally adequate for records maragemen needs. However, additional de<criptive information
canalso be used asnon-key data fi elds.? Thereshould be a balance betweenthe number of indexing
paranmetersand facilitation of error-freeentry of index data. To the quegion of how much time should you
spend inputting/storing informaion, we redy, aslong asit takesto be able to find every documert image
quickly without errar. Onceyou lose evenone image and spend the time trying to find it, you have lost
any gains achievedby taking shortcuts up front.

Arethereindex data or metadata standards? The Dublin Core Metadata Initiative (www.dublincore org)

offers the following guidelines®

¥ Title: The name givento the resource by the Creator or Publisher.

¥ Creator: The person(s) or organization(s) primarily regponsible for the intellectual contert of the
resource.

¥ Subject Thetopic of the resource or keywords or phrasesthat describe the subjector contert of the
resource.

¥ Dexription: A textual decription of the contert of the resource, including abstracts in the case of
documert-like objects or contert descriptions in the case of visual reurces

¥ Publisher: The entity regponsible for making the resourceavailadein its present form, suchasa
publisher,auniverdty departmert, or a corporate ertity.

¥ Contributors: Per®n(s) or orgarization(s) in addition to those specifiedin the Creator elemert who

have mack significart intellectual contributions to the resource but whose contribution is secandary to

theindividuals or ertitiesspecifiedin the Creabr elemert.

Date: The date the resource wasmacke available in its present form.

Resurce Type: The category of the resource.

Format The datarepresentation of the reource.

Resurce Idertifier: String or number usedto uniquely idertify the resource.

Saurce: The work, either print or electronic, from which thisresourceis derived, if applicalde.

Language: Language(9 of the intellectual contert of the resource.

Relation: Relationship to other resources

Coverage: The spatial locaions and temporal durations characteristic of the resource,

Rights: A link to a copyright notice or rights-maragemernt statemert.
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Software Capabilities

Many times organizatons find that a single product will not provide the depth neededfor aceepabe
guality assurance of metadata. For example, alarge energy compary in the Scuthweg spert ters of
thousands of dollarson their enterprise-level archival systemonly to find that they were spending
measirable, unnecesary time seaching for documerts becatse indexeswere incorrect or incomplete.
The indexing capahilitiesof the systemwereinadequate. By adding specializedsoftwarefor their onramp
that erhancesthe index with taxonomy and metadata thenverifi esthe informaton beforeit is stored, the
compary experiencedimmedate return on their invegmert. This quality asurance stephasprovento be
atime saver even after factoring in the timeinvedmert for validating the metadata. The searchtime
savings outweighs the time spert verifying and adding additional informaton to make searcling the
archveseaser.

2 Lloyd Dugan, Onformation Technology and Management: 1T 101 for RIM Practitioners,Opresented at
ARMA International 50th Annual Conference and Expo held in Chicago, Illinois September 20, 2005, 34.
3
Dugan 36.



Evaluating Your Requirements

Here aresome key quedions comparniesneedto ak whenconsidering documert maragemert indexing
solutions:

What problem are we trying to solve?

Are our needs for retrieval growing?

How doesour planfor the next five yearsfit into our existing searchiretrieval time allocaions?
What are the costs of adding aquality assurance step?

What are the costs of NOT adding a quality assurance step?
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About Viking Software Solutions

Viking Sdtware Sdutions hasdeveloped data ertry-related software since 1980. Viking's philosophy of
producing a quality product and providing incomparah e techical support hasgeneratdaloyal cliernt
base, encompassing both goverrment and business erterprises..large and small...local and worldwide.

Viking's mission statemert is twofold:

¥ Provide bed practice humaninterface tools for the most demarting data and document processes

¥ Make those specffic applications easy for end-users non-programmers, ard data entry personnel to
setup and use

Viking Sdtware Sdutions canbe found on the webat http://www.vikingsoft.com.
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