Global Rollout Of M-Files: A Case Study In

Document Management Success

2 Executive Summary

Our client, a global manufacturing company operating in six countries (United States, Netherlands, Hungary, Brazil, India, and
China), sought to standardize and streamline their document management process across all plants. They faced challenges
with document version control, compliance, and efficient information retrieval, impacting productivity and regulatory readiness.

@ Role and Objective

| was hired as the Global Implementation Leader, and our objective was to lead the RFP process, select a vendor, and oversee the
end-to-end rollout of M-Files as the document management solution. The project involved implementing, training, and driving
adoption of M-Files across all international sites.

. Challenges Faced

The company encountered several document management issues, each of which was addressed through M- Files:

e Managing Document Versions and Controlling Access: Without effective version control, there was a risk of
inconsistencies and errors, especially in engineering and production documents.

e Ensuring Compliance for Audits: Meeting regulatory requirements (ISO, FDA, OSHA) was complex and time-
consuming. The company needed a system that tracked document access, maintained change history, and enforced
retention policies.

o Efficient Document Organization and Retrieval: Traditional folder structures limited document retrieval
efficiency. A metadata-driven system was needed to allow easy search by attributes like product name or project ID.

e Cross-Team Collaboration and Workflow Automation: Manual approval processes slowed down projects. The
organization required automated workflows to support collaboration and maintain project momentum.

e Maintaining Quality Control and Standardization: Inconsistent templates and procedures led to production
errors. A standardized document management system was necessdry to ensure quality control.

e Managing Permissions: Protecting sensitive data required a system with detailed permission controls to restrict
document access to authorized personnel.

e Organizing Supplier and Customer Documentation: Supplier and customer files were scattered, complicating
relationship management. A centralized solution was needed for easy access and improved document handling.

e Quick Information Retrieval for Decision-Making: The team needed an advanced search solution to quickly
locate critical documents, supporting timely and informed decisions.

4 Strategic Solutions And Actions

] Vendor Search And Selection

Conducted a comprehensive RFP process to evaluate potential vendors. M-Files was selected for its metadata-driven
capabilities, flexibility, and robust integration with existing systems.

~] Software Implementation And Configuration

Configured M-Files to suit the company’s specific needs, including version control, compliance workflows, and metadata
tagging for quick retrieval.

~] Introduction Of Agile Practices

Leveraged Agile methodologies to drive incremental, iterative improvements in the implementation process, allowing
teams to adapt quickly and refine the solution based on feedback.

] Comprehensive Communication Plan

Developed a communication strategy to keep stakeholders in six countries informed, addressing challenges of different
time zones and cultural nuances.

—] User Training And Adoption

Organized thorough training sessions tailored to different roles within the organization, enabling efficient use of the new
system and encouraging widespread adoption.

Il

Results And Outcomes

e Improved Compliance and Audit Readiness: Readiness: M-Files ensured that regulatory requirements were met
through robust document tracking and control, facilitating seamless audits and reducing compliance risks.

e Enhanced Document Retrieval: Metadata-driven organization drastically reduced time spent searching for
documents, increasing efficiency and enabling quicker decision-making.

e Streamlined Workflows: Automated workflows helped streamline approval processes, eliminating bottlenecks and
enhancing collaboration across teams.

Secure Document Access: Granular permission settings improved data security, ensuring sensitive information was
accessible only to authorized personnel.

e Better Relationship Management: Centralized supplier and customer documents enabled more effective
relationship management, improving service quality and response times.

e Standardized Quality Control: Consistent use of templates and procedures led to improved quality control,
reducing errors in production and enhancing product reliability.

< Reflection And Key Takeaways

Implementing M-Files across six countries was a complex but rewarding challenge. Key takeaways include:

e The Importance of Agile Methodology: Using an Agile approach allowed for iterative feedback and quicker
adjustments, leading to a smoother implementation process.

e Effective Change Management: A well-structured communication plan and tailored training were critical to gaining
user buy-in and facilitating adoption.

e Metadata-Driven Efficiency: The shift to metadata organization demonstrated the importance of efficient
document retrieval for productivity and decision-making.

This global implementation of M-Files transformed the company’'s document management, driving compliance, efficiency,
and scalability across international locations.



