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What does a Document Management system (DMS) give a Firm that a manual system does not?  

Faster Document Search and Review. To locate a document in a manual system the user must know 

on what server, on what storage drive , in what folder and/or subfolder, and what the document is named.  

This process is normally not too arduous for most people when searching for a document they created , but  

searching for a document created by someone else can often take a significant amo unt of  time. A  

document management system will locate a document  in just seconds, often seemingly instantaneous . In 

many cases  with a manual system , a user spends 5 minutes or more searching for a document, or even 
winds up retyping it!  

Full Profile and Text Indexing. Worldox DMS indexes all profiles and full text of documents, offering 

many increased efficienci es in the process of retrieving, reviewing, and evaluating documen ts . Consider 

this: you are conducting research on a matter related to the word ñasbestosò. Worldox will allow you to 

create a search that will uncover all of the documents of a particular type that contain the word 

ñasbestosò. Full text indexing can also aid in conflict checking by searching for all documents related to a 

specific business or person. Even more important, in Worldox you can do a full text search for a particular 

word or phrase, and then ñViewò the documents and the occurrences of the word or phrase without 
actually opening the document.   

Email Profiling. Email is becoming the de facto method for communication between  co-workers, clients, 

and other parties involved in the legal process. In the Worldox document management system you can 

easily profile your emails and their attachments directly into Worldox, without leaving Outlook. From the 

isolation of individual in -boxes to Worldox, email becomes part of a unified DMS. In Worldox, email can be 
shared, accounted for, searched, and secured, along with all other matter -based content.  

Avoidance of Human Error. A manual system promo tes human error and inefficiency. How ofte n have 

you known someone to store  a document in the wrong place by 

accident, forg et  what the document was named, or even "dragged 

and dropped" an entire folder  to some new location withou t even 

being aware of it?  If the user is not the original author prob lems 

can compound.  A user may not be able to find the document at all. 

Consider this aggravation -  what if  the original author change s 
jobs or assignments?   

Cognitive Search.  A DMS will enable you to search for documents in the way you think about t hem ("I 

recall that deposition we received  last summer and it contained the word "asbestos") instead of spending 

an hour tearing through the office trying to discover where the summer intern might have put the 

document  ï on what server, what storage drive, wha t folder/subfolder, etc . You donôt have to know where 
you stored the document or what it was named in order to find the document  in seconds.  

Document Security and Control. In most cases your accounting department has no reason to be able 

to access document s regarding highly confidential client matters.  As well, firm employees have no reason 

to have access to their peerôs HR records. Document management typically gives a firm much better 

control over document security and access. Confidential documents can b e made available only to the 

people who need to see them, whether it is accounting, human resources, or trusts and estates . Partners 

are protected from disloyal employees and security breaches by security provisions that frequently include 
an audit trail ,  showing who last accessed a document, who made changes, printed it, checked it out, etc.  
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