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In an era where digital files reign supreme and the paperless o�ce is more 
than just a trend, e�cient document management has become 
paramount. Companies across the globe have embraced the digital 
transformation, having long bid farewell to overflowing filing cabinets and 
ushering in the age of streamlined digital document flow. However, the 
digital environment has brought its own set of challenges, and one 
recurring pain point that haunts companies is the frustration of not being 
able to find a specific document when needed.

Document management solutions are a beacon of hope for organizations 
grappling with disorganized digital files, a lack of standardization, and the 
need for seamless integration across departments. Optix is a powerful, yet 
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simple-to-use document management software with modern features 
designed to optimize business processes. Whether automating an existing 
business process, implementing a best practice, or solving a specific 
department problem, Optix addresses these challenges and provides 
solutions beyond other popular starter tools like Google Drive or Dropbox.

The Quest for the Missing Document

There is nothing more frustrating than trying to locate a file in a jumbled, 
disorganized digital filing system. Employees waste valuable time 
searching for files that could be more e�ectively utilized in performing 
other critical business operations. Multiply that times an entire 
organization encountering the same challenge, and what may have once 
been a small inconvenience becomes a widespread ine�ciency and a 
company-wide cost problem. Document management solutions with Optix 
solve this issue by helping organizations with:

Managing digital files can quickly become overwhelming, especially as 
companies grow. Dozens of folders and files become hundreds and then 
thousands, with quick growth easily leading to disorganization and a lack of 
structure. 

Optix introduces a structured database approach, associating a database 
record, which holds key information, acting as a digital fingerprint that 
uniquely identifies and categorizes each document. Database records play 
a pivotal role in organizing and managing digital assets. These database 
records serve as a centralized repository cataloging essential details 
related to each document, including metadata, timestamps, and any 
custom indexing terms. This structured approach enables systematic 
categorization, quick retrieval, and e�cient management of documents.

Not only does a structured database help employees find files quickly and 
more e�ciently, a structured database is scalable, unlike traditional folder 
structures. It can accommodate the exponential growth of documents as 

1.  Going From Chaotic Folders to a Structured Database
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companies expand without sacrificing e�ciency. It also creates 
standardization and consistency across the organization through scaling 
and employee turnover, minimizing the risk of errors across departments 
and new and experienced employees.

  2.  Easily Search for Files Using Custom Indexing & OCR

Indexing and OCR is crucial when it comes to fast and e�cient document 
retrieval. The ability to search for a file based on criteria such as file type, 
date, employee, etc. is far faster than digging through disorganized file 
folders. Custom indexing, allowing companies to establish unique sets of 
criteria for di�erent document types, makes the process even quicker and 
more e�cient for each individual organization and its unique needs. 

One size does not fit all when it comes to an organization’s many 
document types. Engineering drawings, legal documents, invoices – each 
demands its unique set of indexing terms. For example, if you need to find 
an engineering drawing by widget name, part number, and engineer, Optix’s 
custom indexing makes the search quick and easy. Additionally, advanced 
OCR functions allow for customized capture actions, such as the 
automated recognition of forms followed by the invocation of associated 
OCR templates.

  3.  Standardized Document Workflows

Document standardization is the backbone of operational consistency. It 
establishes a uniform set of processes that all departments follow when 
dealing with documents. This consistency is crucial for avoiding 
discrepancies, errors, and compliance issues, ensuring that everyone in 
the organization adheres to the same procedural guidelines and there is no 
confusion or miscommunication across departments.

Optix acts as a centralized document management solution with a user-
friendly interface, ensuring that workflows are standardized across the 
organization. Standardized workflows make it easier for employees to 
follow the correct procedures. 



Optix incorporates automation features to streamline workflows further. 
Repetitive tasks, such as indexing new documents, can be automated, 
reducing the manual e�ort required. Automation not only accelerates 
processes but also minimizes the risk of human errors associated with 
routine tasks. By enforcing workflow standardization and providing the 
tools to streamline processes, Optix empowers companies to navigate the 
complexities of document management with precision and agility.

  4.  Enforcing Consistent Naming Conventions and File Structure

Chaos ensues without a clear and standardized approach to naming 
conventions and file structures. Ambiguous filenames, scattered 
structures, and inconsistent practices lead to ine�ciency and, more 
importantly, the risk of critical documents slipping through the cracks. 

A standardized approach to naming conventions and file structure is 
crucial for organized document management. Optix simplifies this by 
automating filename generation. Every document added to the system 
receives a uniform and meaningful name based on predefined criteria, so 
no more endless scrolling through ambiguous filenames – employees can 
find what they need with a glance.

The Optix Di�erence: How Optix Excels Beyond Popular File 
Solutions

While popular solutions such as Google Drive and Dropbox have their 
merits, they fall short for many growing, digital companies. Are you 
frustrated by search limitations with your current document solutions? 
Need a scalable solution that o�ers customization? Optix goes beyond in 
its solutions o�erings where other services fail to meet organization needs. 

Customization and Flexibility

Optix o�ers unparalleled customization. Its support for various relational 
databases allows companies to tailor their document management to their 
specific needs and standards. Other solutions, while versatile, may not 
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provide the same level of flexibility when it comes to adapting to diverse 
infrastructure.

E�cient Tools for Document Indexing

Time is money, and the primary labor cost in document management often 
lies in indexing new documents. Optix provides tools like OCR, automatic 
filename generation, and scripting capabilities that minimize the time 
required to add a new document to the system. Many popular solutions 
may lack such e�cient indexing tools, leading to increased labor costs.

Find The Missing File With Optix

In the realm of document management for digital companies, Optix 
emerges as a game-changer. It tackles the challenges of document 
disorganization, standardization, workflows, naming conventions, and file 
structure with finesse. While other popular solutions have their strengths, 
they may fall short when it comes to the nuanced demands of a rapidly 
growing, paperless enterprise.

Optix is not just a document management tool; it's a strategic ally in the 
quest for a seamlessly organized, e�cient, and standardized digital 
workspace. As businesses navigate the complexities of the digital age, 
Optix stands as a testament to the power of structured databases and 
intelligent document management.

Make the switch to Optix today, and bid farewell to the frustration of the 
missing document – because in a world of digital possibilities, your 
documents deserve the Optix advantage.
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