
5 Ways 5i Can help HR Tame the 
Paper Pileup 

(And Manage Information Better!) 



81% surveyed cited printing out at least one 

document a day in the office  

55% of organizations are still using manual, 

paper-based processes to capture signatures 

and approve documents  

58% of all paper documents are left on desks 

or in filing cabinets  

A third of those surveyed confessed to having 

read something confidential—and not meant 

for them—because it was printed and left 

unsecure  

A recent survey carried out by M-Files, one of the technology solution partners at 

5i Solutions, Inc. showed that paper is still being printed—and still piling up. 

HR departments manage highly confidential information—employee records; salary 

details; performance reports, grievances, and more.  Many of these documents are 

required by law to be kept for a certain time period and then destroyed.  Small wonder 

that HR suffers from paper-related problems perhaps more than any other typical 

department in a business organization.
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The Fix?

Your HR team can operate at a vastly superior level of efficiency.  With an EIM 

solution from 5i Solutions, Inc. your team will benefit from the use of ‘metadata,’ 

(information about other information) to manage your documents, records, and other 

information.  

An Enterprise Information Management (EIM) solution.
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You will manage by ‘what is’ rather than ‘where is it?’ 

You no longer have to search for folder after folder.
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1. All information is managed electronically

For example, you don’t need to worry about where to store an employee contract with 

a 5i EIM Solution.  You simply tag it with (metadata) properties such as the 

employee’s name, their department, role, and start data.  When you tag these 

metadata properties, you describe ‘what’ the document is—and can now find it again 

easily by searching for any one or more of those properties.  

Metadata makes information easy to access, and easy to manage.  Metadata provides 

the power to drive workflow, stream your HR processes, and keep your information 

secure.   Here are 5 ways an EIM Solution from 5i Solutions, Inc. can benefit your HR 

Department:  

An EIM system removes the need for paper completely  

Documents and records are stored electronically through each 

stage of their lifecycle 

No longer any need to print or scan—documents can be 

reviewed and signed digitally   

2. Safeguard Information
Not only is printed information available for prying eyes, but 

fire, flood or tampering can destroy valuable information 

Paper documents and a paper trail are tough to assemble for 

an audit 

Metadata allows for automated permissions management, 

meaning that only authorized persons see sensitive 

documents 

Automated workflow means less work for HR to ensure 

Full history of each version of a document means HR can see 

who changed what and when  
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3. Find and Update Records Instantly

Manual search takes forever and drives inefficiency 

Changes made to paper documents aren’t recorded even when

the document is located 

Paper documents may have to be recreated in order to

change 

Even digital ‘folders’ aren’t good, because of the hazards of

multiple copies, wasted search time, and version differences 

With a 5i Solutions EIM, you’ll always be able to locate

instantly the correct, most up-to-date version of any document,

anywhere.  

4. Automate Manual Process

Metadata allows you to automate review cycles for crucial 

documents, as well as following set retention and disposition 

policies 

The entire process of hiring a new employee can be automated 

and digitized through your EIM—publishing the job to an 

intranet or websites; receiving and storing applications; 

triggering a workflow for arranging interviews; approving offer 

letters and/or contracts and confirming start dates! 

Employee training, certifications, and review cycles can be 

automated as well, leaving HR free to concentrate on 

managing people—not processes!  
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5. Accessing Everything in One Single Space

Your HR department may have special dedicated software, 

network drives, and filing cabinets, too.  Your 5i EIM system 

can communicate with all your systems, allowing you to access 

everything with one action 

You can even access information and action tasks using a 

smartphone or tablet!   

About 5i Solutions Inc.

5i Solutions offer high level security, access controlled privileges, 

“from anywhere” access and workflow functionality based on each 

market needs.  5i provides multiple tools and solutions for 

digitizing, processing and managing critical documents for various 

markets. 

Our mission is simple: Provide solutions to business 

problems. You can reach 5i Solutions at www.5isolutionsinc.com 

or contact either of our sales offices: 

FLORIDA 

2972 NW 60th Street, 

Fort Lauderdale, Florida 33309 

Tel: (954) 462-5400 

INDIANA 

3205 E Thompson Rd. 

Indianapolis, Indiana 46227 

Tel: (317) 247-4400 


