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Training Description:

This highly engaging and hands on Engineering EDMS training course covers all the essential factors to
understand, procure, select, develop and implement engineering and operational Electronic Document
Management Systems (EDMS) including addressing compliance, policy, security, document control
procedures and best practice international standards including ISO 9001, ISO 27001 and ISO 15489.

This intensive training course covers business activities and good standards in document management,
scanning and indexing, document control, audit, administration filing, version management, management
of documentation, searching, archiving and document management principles, systems and compliance
standards in accordance to ISO and other leading document management standards.

Participants attending this training course will develop the following competencies:

» Develop key skills in implementing Electronic Document Management Systems that are focused on
Engineering, Project and Operational Business Processes

» Learn a detailed overview of policies and procedures relating to document control, administration,
filing, documentation and document management and improvement within Engineering,
Operational and Services business areas

» Review of IT systems for document control and management specifically for Engineering
Departments

» Creating scanning and archiving procedures, review legal issues, information compliance
regulations and management approval and digital signatures

» Focus on the need to create good document policy, procedures and standards with hands-on
drafting, workshops and case studies in groups

Training Objectives:

By the end of the training, participants will be able to:
v' Create, develop and put in action document control, auditing and compliance course for
Engineering and operational work
Review the security requirements and put together controls for managing confidential and private
documents
Provide an understanding of how good filing systems are developed
Consider who needs to be involved in the process of developing such filing systems
Investigate issues concerning the lack of good filing and documentation standards
Improve filing and documentation standards
Improve manual hardcopy and softcopy filing systems
Introduce document management practices and standards
Review ISO standards for documentation management
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Training Designed for:

This course is intended for Professionals who work in Engineering, Operations and Projects and IT
Management as well as those IT Support and Operations, Technical Staff, Professionals who are responsible
for compliance, regulations and best practices, Procurement Operational Management Personnel, Process
Supervisors, Executives, Team Leaders and Personnel seeking to enhance their skills.
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Training Program:

DAY ONE:
% PRE-TEST

< Introduction to Engineering EDMS
e Introduce Engineering EDMS key concepts and drivers

e Document Management policies and procedures

e |ndexing, taxonomy and classification

e Version control, audit and managing Metadata

e Implementing solutions for compliance, ISO standards and regulations
%+ Recap

DAY TWO:
+* Roles and Responsibilities
e Developing key roles for managing EDMS

e Improving business process re-engineering and business processes
e What needs to be included and workflow
e Who needs to be involved and approval processes
e Management support, review and security approvals
< Recap
DAY THREE:

++ Designing Document Management Procedures and Systems
e Design overview

e Creating documentation control procedures based on ISO standards
e Creating classifications, taxonomies, retention requirements and filing systems
e Setting up security controls and reviewing information security ISO 27001
e Document management approval process
< Recap

DAY FOUR:

<+ IT, Standards and Implementation
e Review of IT Document Management Systems

e Procuring an EDMS

e Developing requirements for EDMS

e Implementation Best Practices

e Latest trends in EDMS including Cloud Computing and Software as a Service (Saa$)
+* Recap

DAY FIVE:
++ Case Studies and Workshops
e Reviewing and Developing an Action Plan
e The future look at EDMS
e Case Studies
Drafting Exercises
¢+ Course Conclusion
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% POST-TEST and EVALUATION

Training Requirement:

“Hands-on practical sessions, equipment and software will be applied during the course if required and as
per the client’s request.”

This training course is available upon request in English or Arabic. Content, location and duration can be
adapted to your specific wishes. It is therefore possible to focus on specific modules of the training course
as per client’s learning needs and objectives. Further, it should be forwarded to us a month prior to the
course dates.

Training Methodology:

Participants on the Engineering (EDMS) training course will learn by active participation through the use of
a wide variety of instructional techniques. The intention is that the trainer will explain issues, using real
examples, but will then involve the delegates in discussion, using the information provided. Examples of
procedures will be used.

There will be group exercises to allow for a “hands on” approach to learning. Case studies will be utilised
to present “best practices” approaches. In addition, there will be in depth discussion of critical success
factors.

This interactive training course includes the following training methodologies as a percentage of the total
tuition hours:
e 30% Lectures, Concepts, Role Play
e 70%  Workshops & Work Presentations, Techniques, Based on Case Studies & Practical
Exercises, Software & General Discussions
e Preand Post Test

Training Certificate(s):
Internationally recognized certificate(s) will be issued to each participant who completed the course.

Training Fees:

As per the course location - This rate includes participant’s manual, hand-outs, buffet lunch, coffee/tea on
arrival, morning & afternoon of each day.

Note: The 5% VAT (Value Added Tax), will be effective starting 01°* of January 2018 as per the new
regulation from the UAE Government. The VAT applies for all quotation both for local and abroad.

Training Timings:

Daily Timings:
07:45-08:00  Morning Coffee / Tea
08:00 - 10:00 First Session
10:00 - 10:20  Recess (Coffee/Tea/Snacks)
10:20-12:20  Second Session
12:20-13:30  Recess (Prayer Break & Lunch)
13:30 - 15:00 Last Session
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For training registrations or in-house enquiries, please contact:

Aisha Relativo: aisha@cmc-me.com

Tel.: +971 2 665 3945 or +971 2 643 6653 | Mob.: +971 52 2954615
Training & Career Development Department
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