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Course Content & Outline

Section 1: Introduction to Engineering EDMS

e Defining Electronic Documentation Management Systems (EDMS)

¢ Documentation management policies and procedures.

 Indexing, taxonomy, and classification.

* The importance of document management procedures within an organisation.
e Version control, audit, and managing Metadata.

* |SO standards, regulations, and solutions for compliance.

Section 2: Roles & Responsibilities

¢ Developing key responsibilities for managing EDMS.

e Improving business process re-engineering and business processes.
¢ Important information to include and workflow potential.

e Evaluating who needs to be involved and approval processes.

e Management support, reviews, and security approvals.

Section 3: Designing EDMS

e Understanding the role innovation plays in designing EDMS.

e Methods and techniques to invoke innovation.

» Creating a design overview detailing goals and objectives.

e Establishing documentation control procedures aligned with ISO standards.

e Creating classifications, taxonomies, retention requirements, and filing systems.
e Constructing security controls and reviewing information security ISO 27001.

¢ Gaining approval for necessary personnel.

Section 4: IT Standards and Implementation

e Reviewing the newly created EDMS.
e Communicating effectively with colleagues, employees, and superiors the benefits of
the new systems.
e How to handle change resistance.
e Procuring an EDMS.
e Implementation of the best practices.
¢ Assessing the latest technologies and their potential benefits - Cloud Computing and

Software as a Service (SaaS).



Section 5: Reviewing Post-Implementation

¢ Analysing increases in productivity and functions.
* |dentifying mistakes and rectifying them before they impact efficiency.
e Review security measures to ensure there have been no breaches.

e Document success and look for inspiration for future improvements.
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Exploring Business Coaching Models: the Power of Leadership

Uncover the power of business coaching models in driving leadership growth. Discover the
GROW and STEPPA models, learn how to choose the right one, and explore essential

.coaching skills every leader needs

YouTube Video

https://www.youtube.com/embed/FdioTFVendY?si=a-D3ie2PxfYZGvbl
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