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Abstract
In the article, the author shares the experience of transforming the traditional document management system
in a higher educational institution through the introduction of electronic document management. Working with
documents in the traditional format has a number of problems, such as the loss of documents, the accumulation

of a huge number of unused documents, the lack of storage places, confidentiality, difficulties in finding the
right document, barriers to creating and reconciliating. All these factors have a direct negative impact on the
work of employees, thereby increasing the workload. The introduction of electronic document management at

the university can help solve the above problems. The transformation of the university’s documentation system
is aimed at improving the quality and efficiency of management, centralizing office work, reducing the cost of
maintaining paper workflow, and saving the working time of university staff.
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automation.

Introduction. The global digitalization
process has affected all areas of human life. By
participating in it, we observe the integration of
physical objects, works and digital processes.
In higher education institutions, it became
possible to monitor work processes online,
de-bureaucratize decision-making processes,
delegate a number of works, improving the
interaction of machines between themselves
and employees of departments [1].

The successful implementation of new
digital solutions will significantly increase the
productivity and efficiency of business processes,
as well as the competitiveness of universities
in the educational market. In Kazakhstan, one
of the impetuses in the transition to a digital
society was the state program «Information
Kazakhstan-2020», approved in 2013. At the
beginning of 2017, the President of Kazakhstan,
in his message to the people, announced the
third modernization, in which he identified the
key role of digitalization.

Main body. The digitalization process does
not bypass the participants in the education
process and sets new challenges for the entire
university community. One of the tasks is due to

the factthateducationalinstitutionsare faced with
the need to optimize the document management
system. The growth of documentation requires
greater formalization of business processes and
the transfer of paper workflow to an electronic
platform. Electronic document management
provides the process of creating, managing and
distributing digital documents on the digital
platform of the university [2].

An  automated corporate  document
management system reduces the time for
creating and processing an electronic document,
reduces the risk of losing documents and
makes it possible to monitor the execution
of instructions by the administration of an
educational institution. All this in general,
increases the efficiency of the functioning of
all departments of the organization [3]. In the
process of introducing electronic document
management, it is necessary to take into
account the likely technological, regulatory and
organizational barriers [4].

Methodology. The current research
is primary, longitudinal, mixed methods
research in that it aims to collect, analyse,
and integrate qualitative original data. Author
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intends to study qualitatively the response of
the university to electronic documentation
system implementation, learning experiences,
and educational process. The faculty work-
related outcomes, on the other hand, shall
be investigated quantitatively. The research
approach that author has chosen to adopt for the
project is case study. The case under the study
is higher education institution in the Republic
of Kazakhstan. Author intends to understand
a particular phenomenon in depth within its
natural environment of manifestation. Working
with documents in the traditional format has
a number of problems, such as the loss of
documents, the accumulation of a huge number
of unused documents, the lack of storage places,
confidentiality, the laboriousness of finding the
right document, the difficulty in creating and
coordinating [5]. All these problems require
immediate solutions.

It 1s necessary to find out whether
the introduction of electronic document
management at the university will solve the
above problems? The expected results from
the introduction of electronic document
management include a noticeable more
coordinated work of departments, an increase
in the speed of execution of instructions and
employee satisfaction [6]. The traditional type
of workflow organization requires automation
of the processes of receiving, processing and
distributing incoming documents; signing,
registration and distribution of outgoing
documents; registration and sending of intra-
university documents; correspondence with
external organizations.

The transformation of the workflow system is
aimed at improving the quality and efficiency of
management, centralizing office work, reducing
the cost of maintaining paper workflow, and
saving the working time of university staff [7].

In the article, the author shares his experience
of implementing an electronic document
management system at the university. The author
paysattentionto the need to pay reverentattention
to each participant during transformations.
The participants in the transformations of
this implementation include the founders,
top management of the university, teaching,

administrative and management and economic
staff. The complete success and achievement
of the goals of the implementation process
directly depends on the full due attention to the
interests of the participants and the satisfaction
of their needs [8]. This principle was the core
in all processes related to the implementation of
new solutions at the university. It is likely that
non-compliance with this principle leads other
universities and organizations to fail to achieve
their originally set goals.

Results. This case can be applied in
the process of transition from a traditional
document management system to an electronic
one, not only by universities, but also by other
organizations. Or those organizations that
wish to switch to a “full-fledged” electronic
document management. By the word “full-
fledged” the author means the possibility of
switching to electronic document management
by all employees of the organization [9]. To
date, there are organizations that practice the
experience of “hybrid” business processes,
where a limited number of employees can
use electronic document management. The
main reason for this decision is the high cost
of software. In this case, the author shares the
experience of the university in solving pressing
problems in the implementation of electronic
document management in modern conditions.

At the initial stage, a working group headed
by the rector at the university studied a number
of issues related to the organizational structure
of the university, the features of the work of
the departments and their set of documents.
The entire set of documents is presented in the
nomenclature of the university affairs. Some
documents are external, and some are the result
of the activities of departments. The working
group for each of these documents prescribed
digital routes with the possibility of specifying
deadlines for continuous monitoring of the
execution of instructions. One of the limitations
is the insufficient formalization of the processes
taking place at the university, the periodic
transfer of functions from one department to
another. In addition, many orders are issued
orally.

The proposed document management
system was discussed at the academic council
of the university, where it was decided to give
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official force to electronic documents. Based on
the decision, the rector issued an order on the
admissibility of using documents in electronic
form. Each employee, as a user, was given logins
and passwords. The user’s personal account is
integrated with corporate email.

There were difficult tasks on the shoulders
of IT specialists. Work on software support
and timely prompt elimination of problems on
program issues played a big role in preventing
the creation of a negative image of the
electronic document management system. Work
was carried out to analyze the workplaces of
employees and their technical equipment.

It is noteworthy that the university did
not abolish paper workflow. Still, this is a
transitional period. It would be a huge risk to
switch to electronic document management
overnight completely. For the convenience of
employees, an alternative was created. And at
the moment, it is actually more convenient for
employees to work on an electronic document
management platform, which is confirmed by
almost 98% of the employees of the educational
institution. The university is not an isolated
organization and has connections with numerous
companies and departments of the country.
The digitalization process is not moving at
the same pace everywhere. In this regard, a
number of problems arise, namely, the support
of electronic documents with paper ones, as
well as with a “live” signature from the hand
of the first head. Regulatory documents related
to digitalization still need to be finalized. At the
university, internal documents, such as orders,
are printed out after electronic approvals. These
are the final products of the work of employees
and only in a single copy, which still led to a
significant reduction in the number of paper
documents.

The working group plays a significant
role in the introduction of innovations. In the
experience of the researched university of the
author, it was headed by the first head of the
organization, the rector. A clear distribution
of responsibilities among the team members,
which included IT specialists, HR employees
and top managers, helped to convincingly and
painlessly implement the new platform.

Numerous meetings and seminars of
employees with the rector as a person with
sufficient authority, and support for his activities
by the heads of departments of the university
played a decisive role in the positive outcome
[10]. Attheinitial stages, groups were assembled
that included the most proactive representatives
of all structural divisions. Numerous training
workshops have been held for this group.
Further, these initiative groups conducted a
series of trainings in their units. All this was done
for high-speed implementation, participation of
employees in innovation. IT-specialists now
have the opportunity to work only with rare
issues. Among conservative employees there
were a number of resistances of various kinds.
The working group promptly analyzed situations
and applied individual approaches in solving
problematic issues. It must be understood that
any organizational transformations force people
to reorganize to another way of working that
is completely unusual for employees. The task
before the working group was colossal: to
convince employees of the need to switch to
electronic document management and explain
the main advantages of electronic document
management, making the transition minimizing
possible stress and preventing the development
of conflict situations. The main thing was not
what was implemented, but the way it was
implemented.

The issue of choosing the program itself
requires special attention. There are many
different offers on the market. The selection
criteria for the study university were the
difficulty of using the program and the cost of the
program. Ten programs were tested. Despite the
statements of the development companies about
the intuitiveness of the interfaces, in reality they
turned out to be very difficult to understand and
even more so to use. This was revealed through
trial use of test beta versions of programs by
employees of the university under study. It was
also noted that the software does not fully cover
the entire necessary range of functionality of a
higher educational institution. The reason is that
these programs were not originally written for
the business processes of the organization under
study. Regarding the cost of programs, it was
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noticed that pricing is formed from the number
of users. The amount of time and business were
not taken into account. In fact, some employees
spend almost half of their daily working hours
in the program, while others spend only once
or twice a year. Pricing based on the number of
users is focused on the profit of the company
only [11]. It’s very expensive for a university.
In a number of higher education institutions,
the experience of a limited number of users
is practiced. In the studied university, the
task was to make a «full-fledged» transition
to electronic document management. In the
proposed programs, the number of users should
not play a role. If necessary, the organization
should be able to make changes in the encoding
of the program for its needs [12]. he purchase
was made in favor of a program that answered
the two most important parameters: cost and
intuitiveness of the interface. The annual cost
is up to one million tenge and the number of
users is not limited. Based on the results of the
test group, the interface was rated positively.
Moreover, full-time programmers had the
opportunity to make changes to the software.
Questions regarding cyber security have not
gone unnoticed [13]. The supplier has provided
security monitoring tools. In addition, the
university purchased a server for all kinds of
occasions. The Department of Information
Technology monitors the cyber security of the

platform.
Discussion. Discussing the results of
the introduction of electronic document

management, it is possible to state the following

convenience outcomes for the university:
registration of incoming, outgoing and internal
documents of the university, monitoring the
execution of instructions on time; automatic
archiving, a database of ready-made template
documents in the program, saving time and
bureaucratic barriers in the circulation of
documents, quick access to the necessary
documents, ensuring the confidentiality of
documents, transparency of departmental
interactions, reducing problems with the need
for paper sheets and filling printer cartridges,
reducing the overall workload of employees,
access to all documents outside of work [14].

Conclusion. Two years of experience on
the electronic document management platform
has justified and continues to justify the initial
expectations. The initially set goal of reducing
the workload of university employees through
the optimization of the document management
system has been achieved. In addition, funds
were saved on printing paper and replacement
of printer cartridges and their technical support,
bureaucratic barriers were overcome, sanitary
and epidemiological requirements were met
by minimizing face-to-face interpersonal
contacts, and the transparency of the document
management system was ensured. The high rate
of use of electronic document management by
employees is the main indicator of effective
implementation [15]. The higher education
institution managed to improve the quality of
the document management system without
increasing the staff members.
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7Korappl oKy OpBIHBIH 0acKapylbl OHTAHIAHIBIPY: MpodiaeMaap MeH MYMKIHIIKTep

B.I' Tawmyxamoemos
bauwes Ynueepcumemi (Axmede, Kazaxcman)

Anoamna
Makanasa aBTOp EKTPOHABI KY>KaT aifHAJIBIMBIH €HI13y apKbLIbI )KOFapbl OKY OPHBIHAA IOCTYPIIi KYKaT aii-
HaJIBIMBI JKYHeCiH TpaHchopmarusiay Taxipudeciven Oemiceni. acTypii ¢opMarTarsl KyKaTTapMEH KYMBIC
icTeyne KyKaTTapAbIH JKOFaTybl, HalAalaHbUIMaFraH KY)KaTTap/IblH KOTTell )KUHATYbl, CAaKTay OPbIHAAPBIHBIH
OonMaybl, KYNMUSITBUIBIK, TYPhIC KYKATThl Ta0yaFbl KUBIHABIKTAP, KYPY MEH YHJIecTipyeri Kkenepriizep CHIKThI
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Oipkarap mMacesenep 0ap eKeH/IIT )KOFapbl OKY OPHBIHBIH KbI3MeTKepiiepiHe MaiM. Ochl CHSKTHI (pakTopiapIbiH
OapJIbIFBI KbI3METKEPIIEP/IiH YHUBEPCUTETTET1 KYMBICHIHA TIKEJIEH Kepl oCepiH THTI3iM, COM apKbUIbl KYMBIC
KOJIEMIH apTTHIPaIbl. YHUBEPCUTETTE TEKTPOH/IBI KY)KAT alfHAaJIBIMBIH €HT13y JKOFaphIa aTajaraH MOCceleepIi
Lienryre anbll Kedyi 90eH BIKTUMal. YHUBEPCUTETTIH JKYMBIC MpoLEci KYHeciH e3repTy OacKapylblH ca-
nackl MEH THIMJUIITIH apTTBIPYFa, iC KYPri3ydl OpTadbIKTAHIBIPYFa, Kara3 afHAJIBIMBIH JKYPTri3yre KETETiH
IIBIFBIHAAP/IB! a3aUTyFa )KOHE YHUBEPCUTET KbI3METKEPIICPiHiH )KYMBIC YaKBITBIH YHEMICYTEe OaFbITTaFaH.

Tyuin co30ep: UUPpIaHABIPY; TpaHC(GOPMAIWS; OICKTPOHABI KYKaT aiHaNbIMBI, IUIaT(opMa;
KHOepKayinci3aiK; aBTOMaTTaH IbIPY.

OnTumusanus MCHE/IKMEHTA BbICHICTO y‘lﬁﬁHOFO 3aBeCACHUA: npoﬁneMu 1 MEePCNIeKTUBbI

b.I Tawumyxamoemos
bauwes Ynusepcumem (Axmobe, Kazaxcmarn)

Annomayus

B crarbe aBTOp AETUTHCS OMBITOM TPaHC(HOPMAIMH TPATUIIMOHHOW CHCTEMBI JIOKYMEHTOO00POTA B BBICIIICM
yueOHOM 3aBEJICHUH ITyTEM BHEIPEHUS AIEKTPOHHOTO TOKyMeHToo0opoTa. PaboTa ¢ ToKkyMeHTaMu B TpaIuIIn-
OHHOM (hopMaTe UMeET PsiZl MPoOIIEeM TaKHe KaK ITOTepst ¥ HAKOIUICHHE OTPOMHOTO KOJIMYIECTBA HEUCIIOIB3yEeMBIX
JOKYMEHTOB, OTCYTCTBHE MECT XpaHCHHH, COONONCHIE KOH(PHUICHIINAIBHOCTH, CIIO)KHOCTH B IIOMCKE HY>KHOTO
JOKyMEHTa, Oapbephl B CO3JJAHUU M COTNIAaCOBAHMU. Bce 3T pakTophl HAIIPSMYIO OKa3bIBAIOT HEraTHBHOE BO3-
JIelicTBAE Ha pabOTy COTPY/IHUKOB, TOBBIIIAS TEM CaMbIM TPYAOBYIO HAarpy3Kky. BHeapeHHe 3JeKTPOHHOTO JI0-
KyMEHTO000pOTa B YHHBEPCHUTETE MOXKET MTOMOYb PEIINTh BEHIMICTIEPEUHNCICHHBIE TTPoOaeMbl. Tparchopmarius
CHCTEMBI IOKYMEHTOO00POTa YHUBEPCUTETA HAIIPABIICHA Ha MTOBHINICHHE KaYeCcTBa H OIIEPAaTHBHOCTH YIIpaBIIe-
HUSI, [CHTPAJIN30BaTh JEIONPOU3BOJCTBO, COKPATHTh 3aTPAThl HA MOJIEPKAHUE OyMaKHOTO JOKYMEHTO000PO-
Ta, YKOHOMHUS paboUuero BpeMEH! COTPYJHUKOB YHUBEPCUTETA U CHIDKCHHUE TPYOBOH HATPY3KH COTPYIHUKOB.

Kniouesvie cnosa: mudpoBusanus; TpaHcHopMaIus; 3MEKTPOHHBIA JOKYMEHT0000pOT; miardopma; Kubep
0€301acHOCTh; aBTOMATH3aIIHSL.
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