electronic efficiency tools™ case study

“Are You Using the Right Electrical Tools for the Job?”
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1 the situation... 2 what we did...

3 how we helped...

Thrilled with the success of their library’s new
filing system, Company C (see Physical Effi-
ciency Tools™ real life application) decided to
take their organizing efforts a step further.
The company also has a catalogue of elec-
tronic documents (e-documents) that many
of their employees access on a daily basis.
There was no structure to these e-documents
nor was there a consistent file naming sys-
tem. This made it difficult to quickly find
documents and caused unnecessary e-
document duplication.

This case study is based on actual facts and data.

Company C's Electronic Efficiency Tools™ in-
cluded its e-documents and the volumes of
CDs used for e-document backup storage. As
with their paper files, we took an inventory of
all e-documents and CDs, organized the data

using the same filing outline for their paper file,

created a file naming system, and began to
physically re-arrange all e-documents and CDs
according to the outline.

The CDs were stored in a fire and water-proof
safe. The newly organized network of e-
documents was shared with all employees along
with the procedure for naming all e-documents.
As a result, Company C had a uniform system for
storing all of the tools needed to perform their
jobs. Further, they were able to donate six CD
storage towers and thus freed up wall space to
place company awards.
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In our efforts to uphold client confidentiality, we disguise and sometimes eliminate revealing data.
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