DOCUMENT MANAGEMENT SYSTEM EASE OF FUNCTIONALITY SUMMARY: 
The table below summarizes the ease of functionality for each area assessed and contains the feedback of the committee where appropriate. 

· We have tested the following functions of each software using our own files: 
· Finding an existing file on the system






· Uploading a complete file using copier






· Uploading a complete file using scanner






· Separation of complete file into separate sections




· Searching a file for a particular term






· Deleting a portion of a file







· Adding to a file from a scan







· Adding to a file from a computer






· Viewing a file









· Printing a file or portions thereof







· Using web-based tool to view a file online as a teacher would



· Exporting a file









· Pressing a file to CD








· Compressing and emailing a file







· Ease of viewing and loading a file from a CD





· Ease of printing a file from CD (without first viewing)




· Overall screen appearance 







· Overall ease of use 








· Overall ease of use for a non-techie outsider (such as a secretary at the receiving school)




	Function: 
	ACOM
	Competitor

	Finding an existing file on the system
	Easy- search by keyword in file, folder, etc.
	Moderately easy, but might have to search meta data in addition to file or folder data.

	Uploading a complete file using copier
	Easy- compatible with our copier.
	Easy- compatible with our copier. 

	Uploading a complete file using scanner
	Same as above.
	Competitor has an additional desktop scanner that is quite easy to use, but this is an additional cost of ~$1000 for the scanner. A single scanner license @ $1300 is included in the RFP, but teachers would not be able to use this functionality from home.

	Separation of complete file into separate sections or moving and changing categories of file organization
	Very easy—simple copy and paste procedure. Can be done without contacting ACOM and can be done “on the fly” without extra charge. 
	Very difficult—tech department needs to setup structure of this first. Heavy reliance on support to do this. Their quote includes configuring 6 document categories and 5 index fields. This doesn’t provide room for change or revision without extra cost.

	Searching a file for a particular term
	Easy- search by keyword in file, folder, etc. ACOM provides a link to a count of that particular term as found in the file and to a short excerpt of related text making it easy to click on what you want. 
	Varies. Might have to search meta data in addition to file or folder data. Competitor uses the document type search function and will indicate which docs have the term, but not where and how many times it occurs forcing the user to have to scan through each doc to find it on his/her own.

	Deleting a portion of a record
	Easy. Select it and delete.
	Easy. Select it and delete.

	Adding to a file from a computer
	Easy. Select, browse and upload. If in tree-folder view, ACOM supports drag and drop if you are in “tree view”. 
	Moderately difficult. Select, browse and upload, but have to archive the file and then it disappears—must revisit the archive to find the new file and the re-archive to put the two into one file. Archival process is cumbersome and not necessary for the end user to actually see, but it is something that is required of the end user for each file. Additionally, Competitor doesn’t support drag and drop. 

	Viewing file contents
	Easy- will provide preview of file from system without downloading it.
	Moderately easy, but must actually download the file to preview it—this takes more time.

	Printing a record or portions thereof


	Not possible to print the entire record in one click—must print separate files contained with the record. In our case, this would be at least 5 separate print jobs.
	Not possible to print the entire record in one click—must print separate files contained with the record. In our case, this would be at least 5 separate print jobs.

	Using web-based tool to view a file online as a teacher would
	Very easy—this is the format that teachers are currently using on their personal computers.
	Uncertain, but cost prohibitive. They will not provide an answer on this. Their bid provided for 10 concurrent users at one time, leading us to believe that this was web-based, BUT, we are now being told that users must have a “dongle” and a client software license in order to be able to access the system remotely through their client software. IDVA would incur a charge for each license as in the RFP. The RFP included only 5 licenses @ $360 each. IDVA would actually need everyone including teachers to have a license since these can’t be shared. The required dongles are very small and would be likely to get lost or misplaced. We assume these come with the client software, but can’t find documentation to this effect. 

	Exporting a file


	Very easy. Click on the file, use save as feature. Entire record can be converted to PDF.
	Easy, but limiting. Click on the file, use send to feature. Limited places the file could be sent. Entire record can’t be converted to PDF—the original scan format is the format for export. This presents serious compatibility/ usability issues for receiving schools with the student record being made up of several different document types.


	Pressing a file to CD

	Very easy. ACOM operates like Windows XP- put files on CD, press, and burn. 
An add-on is available to ease this process. 
	Moderately easy, but time consuming. Open each doc, save to your own computer and then make up a CD, press and burn. 

An add-on is available to ease this process.

	Compressing and emailing a file
	Easy. Not being considered for dissemination to other public schools due to bandwidth constraints and security /doc type requirements. BUT, this functionality is available to inter-department and school emails. Sends a link to the file so they can download and their leisure without hogging bandwidth upon receipt of email. 
	Easy. Not being considered for dissemination to other public schools due to bandwidth constraints and security / doc type requirements. BUT, this functionality is available to inter-department and school emails. Sends file as an attachment.

	Ease of viewing and loading a file from a CD

	Easy. Uses native functions of the user’s operating system.
	Easy. Uses native functions of the user’s operating system.

	Ease of printing a file from CD (without first viewing)

	Easy. Uses native functions of the user’s operating system.
	Easy. Uses native functions of the user’s operating system.

	Overall screen appearance
	Looks like Windows XP, but can switch views to “tree view” if you want to. 
	Looks like Windows 3.1

	Overall ease of use
	Easy. Operates in an intuitive and familiar manner. 
	Difficult. Requires significant amount of training.

	Overall ease of use for a non-techie outsider (such as a secretary at the receiving school)

	Easy. Familiar to any Windows or Mac user. 
	Difficult. Will require detailed instructions.



