7

Must-Dos for
DMS Transitions

1. Communicate the
Why and How

Before you roll out any new system, talk
to your team about why you're making
the change. Be honest about current
challenges and how the new system will
solve them. Listen to their concerns and

address them upfront.

2.Choose the Right DMS

Not all systems are created equal. Look
for one with an interface that feels
intuitive rather than overwhelming.
Consider how it works with your existing
tools and whether it has the security
features your clients expect.

3.Provide Comprehensive
Training

Even the most user-friendly system
needs a proper introduction. Invest in
hands-on training sessions where your
team can practice real scenarios they'll
encounter daily. Create quick reference
guides for common tasks and

designate a few tech-savvy team
members as go-to resources
when questions arise.

4.Migrate Data Thoughtfully

Before moving everything to your new
DMS, take some time to organize. Sort

through your existing files, delete what
you don't need anymore, and arrange
the important data logically. Instead of
transferring everything at once, move
your data in stages so your team can

keep working without
significant interruptions.

5.Set Clear Usage
Guidelines

Everyone needs to follow the same rules
for the DMS to work. Create simple
guidelines for how to name files, who
can access what, and how to work
together on documents. When your
team has clear instructions to follow,

they won't create their own methods,
which can lead to confusion later.

6.Encourage Adoption
Through Feedback

Getting everyone on board takes time.
Ask your team regularly about what's
working and what isn't. They might have
great ideas for improvements you
haven't thought of. When people see
you're listening and making changes
based on their input, they feel ownership

of the new system rather than feeling
like you forced it on them.

7.Monitor and Optimize

After implementation, continuously
monitor system usage to identify areas
for improvement. Address bottlenecks,
offer refresher training, and explore
additional features that can optimize
workflow efficiency.
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