
   

 

 

OfficePLM’s Document Management System (DMS) module offers numerous benefits, 

including improved organization, enhanced security, streamlined workflows, better 

collaboration, and cost savings through reduced paper usage and storage needs.  

Here's a more detailed breakdown of the benefits: 

Organization and Accessibility: 

• Centralized Repository: OfficePLM provides a single, organized location for storing all 

documents, making it easier to find and access information.  

• Improved Searchability: OfficePLM often includes powerful search functions, allowing 

users to quickly locate specific documents using keywords or metadata.  

• Version Control: OfficePLM tracks different versions of documents, ensuring that users 

always have access to the most up-to-date information.  

Security and Compliance: 

• Enhanced Security: OfficePLM offers robust security features, such as user access 

controls, encryption, and audit trails, to protect sensitive data.  

• Regulatory Compliance: OfficePLM helps organizations meet regulatory requirements 

by providing a secure and auditable environment for storing and managing documents.  

• Disaster Recovery: OfficePLM can facilitate disaster recovery by providing a backup of 

documents in a secure location, minimizing the impact of potential data loss.  

Efficiency and Productivity: 

• Streamlined Workflows: OfficePLM can automate document workflows, such as 

approvals and routing, saving time and reducing errors.  

• Improved Collaboration: OfficePLM facilitates collaboration by allowing multiple users 

to access and work on documents simultaneously.  

• Reduced Costs: OfficePLM can reduce costs by minimizing paper usage, storage space, 

and time spent on manual filing and retrieval.  

• Increased Productivity: By making it easier to find, access, and manage documents, 

OfficePLM can significantly improve employee productivity.  

 



   

 

 

• Create document templates: For consistent formatting and content, create 
templates and guidelines for each type of document your business uses regularly. 

• Develop a clear labeling system: To easily find and track documents, create a 
document identification system and name each document according to those 
guidelines.  

• Invest in a document storage system: To ensure easy access and control 
versioning, create a central repository where all documents are stored. 

• Create version control guidelines: One of the most important elements of a 
document control system is a Revision tracking system. This allows stakeholders to 
review and track revisions and ensures everyone is working from the most current 
versions of documents.  

• Consider review workflows: When multiple departments are reviewing and working 
with the same documents, you’ll need to establish a standard workflow for 
reviewing and approving documents. 

• Set document access controls: Using document management software like 
OfficePLM ensures that authorized personnel can access documents efficiently 
while safeguarding sensitive or confidential information from unauthorized 
personnel and bad actors. 

• Develop a disposal process: Establish guidelines for document retention periods 
and create proper disposal methods to comply with legal and regulatory 
requirements. 

With OfficePLM, it’s easy to ensure documents are handled appropriately at each stage in 
the document lifecycle.  
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