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The competency Document Management is part of the program of study for a DVS (diploma of vocational stud-
ies) in Secretarial Studies. The program is divided into 25 competencies representing a total of 1,485 hours

of training.
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BRI
PRESENTATION OF THE LEARNING GUIDE

The general competency Document Management is offered as part of the Dip-
loma of Vocational Studies (DVS) program in Secretarial Studies. The educa-
tional aims of the program are to maintain and promote the quality of English,
improve the quality of customer service, develop learners’ desire to improve
their knowledge of technological tools and develop their sense of autonomy
and initiative.

Secretaries today are trained to work independently yet play an an integral role
in management team. They are indispensable assistants to managers and pro-
fessionals, handling a variety of files and assuming multiple responsibilities.
The competencies required to meet the needs of modern organizations are
numerous and increasingly varied..

This guide will help you develop your document management skills. You will
learn the basic principles of document management in both the private and
public sectors to prepare yourself for the job market. You will become famil-
iar with document management terminology. You will learn the characteristics
of administrative documents (type of information conveyed, confidentiality,
importance, value, lifespan, etc.). Using an organizational chart, you will identify
the administrative units responsible for each type of document in a firm.

You will become familiar with and practise all the operations and techniques
used in document management: file creation, various methods of document
classification, document circulation management and the management of the
document life cycle.

In addition, the program will allow you to become skilled in electronic docu-
ment management using OneDrive for Business, a software package included
in the Office 365 Suite that enables documents to be synchronized and shared
between colleagues and to be backed up. In a scenario in which you will be
working for a municipality, you will also be called on to examine and classify
digital documents and manage them according to a records retention cycle, as
well as assign access rights to municipal employees.

PREREQUISITES

The expected outcomes in this guide take into account the general competen-
cies you already acquired in your secretarial training. You must also know how
to handle folders and files in a Windows environment.

WORK SITUATIONS

This guide consists of three work situations that will not only lead you to acquire
new knowledge but teach you to apply it with ease and use it skilfully. Each situ-
ation follows the same structure. First, you read about the work context and the
assignmentyou must carry out. The situation is divided into a series of engaging
and motivating tasks. You will be guided step by step through each task. All the
answers to the exercises are in the answer key, at the end of the guide.

Introduction
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EVALUATION OF LEARNING

This guide includes three scored activities, presented in separate booklets
that were provided with the guide. You can also download them from the
portailsofad.com website. You will find all the information you need in your
guide when you reach the appropriate stage for evaluation.

Scored activities must be submitted for correction and grading. You will hand
them in to your teacher if you are taking the course in an education centre, or
you will send them to your tutor if you are registered for distance learning. In
either case, the corrected document will be returned to you.

Scored activities are an excellent way for you to identify areas of difficulty so
that you can work to overcome them. The last scored activity in the guide was
developed following the same criteria as those of the final evaluation for the
course. It therefore serves as a realistic practice test for the official final exam-
ination, which will take place under supervision in an adult education centre.

REQUIRED MATERIALS
You will need the following materials to do this module:
« the Document Management learning guide and answer key

« three scored activities

+ access to the portailsofad.com website.

RECOMMENDATIONS FOR SUCCESS

We recommend that you do all the exercises in the learning guide, as well as
the scored activities. Carefully compare your answers with the answer key and,
if necessary, review content to make sure you fully understand it before going
on to the next task.

If you have questions, do not hesitate to ask your teacher or tutor for explana-
tions.

The course is estimated to take approximately 60 hours to complete. Set up a
study schedule that takes into account your needs as well as your obligations:
family, work or other responsibilities. Follow the schedule you have set as
closely as possible.

" DOCUMENT MANAGEMENT
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Opening pages

The title page presents
the number and title of the

© SOFAD - All Rights Reserved.

work situation.

The situation begins with a
description of the context in which
you will complete different tasks to

acquire the target competency.

ocY

The Your Assignment section
summarizes and lists the tasks
you will perform during the
work situation.

o

ou have been a secretary at the firm
YA. 8. Structures Inc. for five years.

You have many different duties in a
wide range of areas. You make sure the
office is running smoothly, you ensure that
there are enough office supplies, you scan
all the documents and reports from the
different departments, you replace the re-
ceptionist when needed, you open the mail
and distribute it to the proper recipients,
and you carry out document management
tasks for the entire organization. You are
very versatile and manage your time effi-
ciently to avoid unnecessary stress.

The total
length of all
the situation
tasks includes
the scored
activity, if
applicable.

A. B. Structures Inc. specializes in manu-
facturing prefabricated structures for residen-
tial, commercial and industrial construction
It sells and markets its products across Canada

very near future.

DOCUMENT MANAGEMENT

and wants to develop a U.S. market in the

MManaging
Documents

Over the last three years, this small busi-
ness, which started with ten employees, has
experienced dramatic growth, creating over
45 new jobs. As  result of this growth, restructur-
ing was required, resulting in the creation of the
Communications Department and the restructur-
ing of the Sales and Production departments.

The bigger a business is, the more depart-
ments it generally has. These departments are
also called administrative units, which carry
out a wide range of tasks. An organizational
chart is used to illustrate the relationships be-
tween an organization's different echelons and
its various departments.

With the help of the firm's executive
assistant, Sophia Nunes, you are going to re-
view certain aspects of the firm's filing system.

All employees in a firm must be able to
quickly and easily get their hands on a docu-
ment when they need it. This is why a good
filing system is needed at A, B. Structures.

The entityof afirm
responsible for managing
s o files.

immediate supervisor.

©80FAD Al Fights Fesersed
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You will learn how to distinguish personal documents
from administrative documents. You will get
acquainted with the preparations required

to manage documents.

Your assignment consists of the following:

1. getting ready to file documents

2. becoming acquainted with document management terms

w

. identifying the characteristics of an
administrative document

&

applying detailed file
creation procedures

Setof documents related

or same theme (personnel
management, financial
management,etc..

€Y vonoging bocumens -

Introduction
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Situation Highlights

The task number is
clearly indicated.

n Organ;,

ation, ¢ Zationa|
depa etermines
ﬁrmgrtment& onseq he re
Organizatj uent
shoulg haver ationg| Y,

EXamine the

| and S Ororgan;
| the felaf'OHShrgamZaUOn
s

€ Positions
Nization,

o,

/. n
© page. INthe orgy

1.1.1 WWMWS’WW?M@WLM

You undoubtedly already get letters or emails or have other important documents
at home. These documents may contain personal information, information on
your spending, product warranties, and other things. Therefore, your first task

is classifying and filing your personal documents.

Filing personal documents can be very simple if you are well organized. [ code |

However, if you leave piles of documents laying about in your office oron your | Means of designating the
| category of a document. A

counter for weeks or months, itcan become a more difficult task. |
| codecanbe alphabetxcal,
| numervca(oralphanumer\ca\.

A personal document is any piece of information or written material, file or
memento that you have received or produced. [ Descriptor |

|
| Headingin a classification
| system thatis used to identify

| the contents of document.

Terms that may
be difficult to
understand are
defined in the
page margins.

When you file a document, you store

adocument are two different things.
you classify a document, you

Classifying and filing ,
it in the location corresponding 0 the code assigned to it. When Classification plan
assign a code to iit using the firm's classification plan. ‘\ List of words or group
O__ “ ofwords—accompar\ied
| by numerical, alphabetical
RO “ or alphanumerica( codes—
o List at least ten personal documents that you currently have at home. Jahich s used o classify
| and‘fv}e afirm’s documents.
.

| Each doscriptor in the
| planis accompanied by
| 3 classificationeode

The NB feature draws
your attention to an
important observation.

) Compare your answers with the ANSWER KEY. @

DOCUMENT MANAGEMENT

DOCUMENT MANAGEMENT
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This pictogram tells
you that you must
use the Internet to
complete the task.

Aregularly repeated instruction
points out the best time to
compare your answers with the
Answer Key (located in the portal).

Relevant examples
illustrate and support
the content.

Introduction
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Contenti
tis ofte
fgesented in tablez

make it easier to
understand.

Antoine de LaD\,\rar\taye

= e
—
——

Jose Dos Santos

pierre DY Breton

Keven O’Farre\\

Dan o'erien
Chelsed McDuff
genedict oreily
etical order:
1}
’

=l
summary of filing rules
nin doubt, consult o.

b) Arrange
ugymmary

Whe!
the table
of Filing R
(pages #7-48).

ules”

T .
presr;:e Tip feature
advi nts practical

ice to help you
do an exercise.

A\p‘r\abet‘\zmg names

d'\st’mguishi firstn o the \as name:

filing units 18 one b n the order in which the name
other filin rules still appVs however

NAGEMEN'\'

DOCUMEN'\' MA!

MENT MANAGEMENT
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The On Target feature
reminds you, in just a few
lines, of essential points

to remember.

3
Y
o

e

\

Semi-active from

S"gﬂature

To Protec,

Close to and p,
Your b, ands
effort ang Strain o feduce

The Ergo feature offers
suggestions of good posture
and working positions to
adopt at your desk and
elsewhere in your workplace.
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COMPETENCY

DOCUMENT
MANAGEMENT

2nd Edition

With the He@d@’ learning guides, students acquire competency through
authentic work situations so that they are ready to deal with the demands and needs
of the labour market.

The learning guide Document Management is fully compliant with the vocational
program in secretarial studies (DVS 5857), in the training sector of administration,
commerce and computer technology.

As students perform the assigned tasks, they acquire elements of the competency
Perform document management:

e Filedocuments;
o Createfiles;

e Process active, semi-active and inactive documents.

The learning guide Document Management consists of three work situations:
Manage documents
a File the firm’s documents in accordance with its classification plan

@ Process documents and use document management software

Discover our new Head@p series: stimulating
learning resources for contextualized training that
promotes success both at school and in the workplace.

The learning guide and the answer key (PDF), as well as
complementary digital resources, are available online
at portailsofad.com.

4656-01
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