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"~—rolvement, and other thinking ski*" come into play. I identify the key components I would
employ to change the existing work culture, set up training programs and enhance the aspects of
team effort that will contribute to my successful implementation plan.

This synthesis has provided an opportunity for me to form a collective documented approach
with accumulated*  wle¢ :and schema for a successful implementation plan. This paper
concludes with my reflecti» serspective on ¢ ms learned, new problems identified, hopes for

future development and personal educational aspirations.
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time and copyit fees. An example of savings accrued by the public, would be from one of the
people I interviewed regarding their EDMS. She had a law firm client who had to pay an
associate to come into their department to  rieve a copy of a large 60,000-pa; document. And
while a document was being copied, others were unable to review it. Essentially, that docum
was out of the office more then it was in. ™ : department would charge $0.05 a page to copy,
plus $25 an hour for their staff time. The charge just from the department was $5,000, plus the
salary of time charged by the law firm associate. Once they implemented their EDMS, they
were able to send them by mail, t| 60,000-p: : document on CD and only charge them a $100.

That is a savings of over $5,000 for them.

Floor Space

Another savings would come by fr  ng up floor spat Ricoh, a company in the EDMS
industry, 1tes, that “storing a document digitally costs 10 percent of what you’ll pay to
maintain a paper version.” (Isaacs, 2000, p.104). By storing our documents in an EDMS, we
would vastly free up floor space, thus allowing for lary offic :, orlov rent for smaller
offices. There would also be a tremendous reduction in the use of file cabinets and onsite
storag

As mentior | earlier, floor space is extremely limited and valuable. All of our offices
are at their maximum for office space and are quickly running out of' s) 3 for storage. Last
year, our parent agency had to occupy some of our cubicles for their staff during their
department’s renovation period. Because we were limited on room, we had to utilize some of
our conference rooms for positioning staff. By freeing up floor space, we would be able to
create more cubicles to meet any demand for additional spacing needs. Historically, due to state

agencies typically being understaffed, we normally have a tremendous backlog of filing. .uatis
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documents, the United States Archivist, John W. Carlin, acknowleds  and states that
“Electronic records are here to stay; tt 7 are the present and the future.” (Dorobek, 1998, p.8).
This endorsement will help set the tone for I leral and State agencies to utilize the electronic
media. Ifthereis ill some uncertainty over the longevity and validity of the electronic media,
having a microfilm backup is an option. Without a lot of cost or time, there is equipm~—* that
will microfilm at the same tin  as scan our documents into the EDMS. There is also equipment
that can take our docun its that are stored inthe =~ MS and download them to microfilm. If
there is a large concern about having an eye-readable document for legal purposes, microfilming
can be the solution. To support my argument and to show that an EDMS can be successful, I

researched some systems that have already been implk n 1.
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value of the system. They ) on to say that it is virtually impossible to calculate all the

mnagement tin  saved.
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7Y COMPEL. .5 FOR SUCCESS

So far, the benefits of an EDMS sound p  ty good. But changing the workplace culture
inevitably doesn’t come without some sort of resistance. We have to try to understand -~ 1
prepare for this possibility.

“Lack of user resistance greatly increases project success. User resistance can be
born from inadequate training, lack of communication, which may foster
suspicion or alienation, ingrained habits or a culture of control where tt users
have no say in their work.” (NYS OFT, 2001. Sec 6.3).
To be successful in implementing an EDMS, [ believe we have to t-' - into consideration three
key elements: ¢ iling with the culture change, the creation of a training program, and teamwork
among staff and different departments. By addressing these three e nents and by having good
open dialogue, you should be heading in the right direction. Additionally, the HR department
should lead in helping promote and provoke tI  thinking and learning or culture change by
conducting a needs assessment on all three of these components (Sherriton & Stern, 1997). They

should analyze and evaluate where you were, where you are, and where you what you want to

accomplish.

ARSI, TS PRI

~yemming
It is normally thought of as difficult to change existing work cultu  for people have the
tendency to fear change. “70% of all change pr¢ ams fail due to employee resistance” (JPC
Training & Consulting LLC). To help address this change, we need to educate staff in seeing
change in a positive ' it. We need to articulate out the benefits ahead of time that could result

from the change. To make a successful change in our work culture and environment, we have to
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“If I could have done something differently, I would have been more sensitive to
managing the changing environment. We went from paper to paperless in a few
months. People we shocked.” (Hawk, 1993. p.42).
Following her training, they expect productivity to be at 75% until they get used to the new
system. Then after a month or so, productivity should rise 35% from pre-EDMS, which is a
substantial increase.

Either training method will need to be evaluated for each type of course and skill that is
being taught. As with state agencies and other companies all around, when budget cuts occur,
training is usually first to come under attack (Woolno1 1, 2002). So we1 :d to find common

ound to provide training to our staff, which in return v "** benefit all of the parties. If staff are
trained well, they will feel confident in their work ability, which in turn will make them more
productive and reduce overall employee turnov  (Brown, 2001). Roisin Woolnot ~"1in his
article 99% favour classroom learning (207~ p.2001), cites  executive at a trainit company
as stating, “The student is more likely to be effective in atime} spective in a controlled
environment.”

By providing training to employees, we are showing our commi’ :nt to them; that we

are competitive; and that we look for advancement from within the company by training them to

be the best they can be for themselves and for the agency (Major, 2002).

Internal coordination pertaining to different department concerns and isst  surrounding
staff training also needs to be taken into account to have a successful EDMS. In some occasions,
certain groups or departments have a tendency to want to be control in all aspects of a project.
For the most part, that usually results in a failed or unsuccessful project. So we need to address

internal o1 nizational relationships. Each of us might come from a different angle or
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Utilizing both the Force-Field Analytic Problem Solving Mode!  d the Six Hat Theory could

help allow for successful endeavors for some time to come.
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While writing and finishing this Synthesis, I realized that there are a lot of personnel
issues thatc  ~  ‘ly surround and influence -eryday projects. These conflicts and disputes,
whether small or large, can play a major role in our ability to be succ  “ul. Since the Critical
and Creative Thi * ng Prc am1 taught me to think differently on many levels, I realize that I
might be missing a deeper u " rstanding of how to constructively manage personnel in projects
that I undertake. .uis self- lection has led me to the Dispute Resolution Program at UMASS —
Boston. Here I hope to acquire the skills necessary to better manage future personnel disputes

and conflicts.
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