Document Management Brief

Definition

A Document Management System allows users to scan in documents, link them to cases and conduct searches for documents.
Pros and Cons of a Document Management System
Positives

1. Documents can be indexed and matched to the case, making for fast retrieval.

2. Easy readability of documents.

3. Ability to e-mail or print public records requests.
Negatives

1. No national standards for preserving documents for longevity exist such as there is for Microfilm.

2. Information Technology changes rapidly, so system could be outdated in 5 to 10 years.

3. Many legal documents must be preserved for 10 years or longer.

4. If the court chooses not to update technology retrieving data via outdated technology can be costly and time-consuming.

Recommendations *Also see Ohio Historical Society Recommendations
1. The development of a local rule is recommended.

2. Microfilm is still recommended for documents needing storage for more than 10 years.

3. Use a system that both digitally archives records and stores them as Microfilm.

Minimum System Requirements  

1. The systems should have the ability to back up data to a hard drive or Compact Disks, preferably a hard drive with redundant backup (RAID Capability) for storage longevity.

2. The system should use technology no older than 18 months old and not require replacement for four years.
3. The system’s files should be accessible from computer screens. 

4. The system should interface with the court’s case management system. 
Important Links:

List of Vendors for Document Imaging and a Project Guidebook for Acquiring a Document Imaging System

http://www.supremecourtofohio.gov/tech_services/resources/default.asp
The Ohio Historical Society’s Recommendations for Permanent Storage

http://www.ohiohistory.org/resource/lgr/permerpolicy.html
The Ohio Historical Society’s Document Imaging Guidelines

http://www.ohiohistory.org/resource/lgr/ImagingGuidelines.html
“Time for Electronic Court Record”, from the National Center for State Courts

http://www.ncsconline.org/wc/Publications/Trends/2004/DocManTrends2004.pdf
Ohio Electronic Records Committee Members

http://www.ohiojunction.net/erc/members.html
Typical Equipment Includes the Following:  

1. Scanner
2. Document Management Software
3. Server with Monitor
4. UPS for server

5. Backup device for server

6. Desktop Computer(s) for managing scanned documents
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