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Abstract

This study aimed to investigate the adoption and impact of a Digital Document Management
System (DDMS) on office management practices in Lead City University. The research
questions addressed were: 1) How is the DDMS adopted and utilized in Lead City University? 2)
What is the impact of the DDMS on office management practices? 3) How do administrators and
staff perceive the usefulness and ease of use of the DDMS. A descriptive research design was
employed, and data was collected from a sample size of 200 participants, consisting of
administrators and staff members involved in office management practices. The research
instrument included a structured questionnaire and interviews to gather quantitative and
qualitative data, respectively. The collected data was analyzed using descfiptiVe statistics,
correlation analysis, regression analysis, and thematic analysis. The analysig results indicated a
high adoption rate of the DDMS, with 90% of respondents being aware of the.system and 60%
reporting frequent usage. The DDMS was perceived to have a positive \impact on document
management processes, administrative efficiency, and collaboratieny The regression analysis
revealed that 61.3% of the variability in office management practie€s=eould be explained by the
use of DDMS (R? = 0.613). Furthermore, the model was statisfically Significant (F = 109.408, p
< 0.05), confirming that the use of DDMS significantly impreves/office management practices.
The regression coefficient (B = 0.675) indicates a directN\amd positive relationship between
DDMS usage and enhanced office management effestiveness.The findings rejected the
hypothesis that there will be no significant influence, afjuse of Digital Document Management
System on office management practice of adminigttators in Lead City University. In conclusion,
the study demonstrates the positive impact of the-DPMS on office management practices in Lead
City University. The DDMS streamlined, adgiihistrative workflows, improved productivity,
facilitated effective communication and eglaboration, and enabled efficient information retrieval.
Based on the findings, recommendations™n¢lude providing continuous training and support,
exploring integration and collaboratiom’ opportunities, conducting ongoing evaluations, and
sharing best practices. This study ‘€ontributes to the understanding of DDMS adoption and its
potential benefits in improving\Office management practices. Future research is suggested to
explore the long-term effects of DDMS adoption on organizational culture, employee satisfaction,
and overall organizationalNperformance, as well as to investigate the challenges and barriers to
implementation in diffesént organizational settings.

Keywords:Digital Document Management System (DDMS), office management practices,
adoption, impaeét, administrators, staff members
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Chapter One
Introduction

1.1 Background to the Study

Office management practices refer to the activities, processes, and strategies employed by
administrators to efficiently and effectively manage administrative tasks within an office
environment. These practices encompass a wide range of activities and respc&ilities,
including: Record Keeping and Filing, Communication and Correspondenc@agement,
Meeting and Event Management, Time and Task Management, Resourc N&agement Team

Collaboration and Coordination, Continuous Improvement and Ad @\

In today's digital age, the efficient management of documet@ld the adoption of effective
office management practices are essential for organizat'@g thrive and remain competitive.
Academic institutions, including universities, arérg exempt from this need. Lead City
University in Ibadan, Nigeria, recognizi\gle significance of streamlined document
management and office practices for 29 & oth operation of its administrative functions?.

Like many other academic jns A%S@ns Lead City University in Ibadan, Nigeria, faces the
challenge of managmg%%tannal volume of paperwork. The university's administrative
departments deal &Varlous types of documents, including student records, financial
documents, § tratlve correspondence, reports, and more. These documents are critical

for the @’bt

univers y

functioning of administrative processes and the overall functioning of the

However, relying solely on traditional paper-based systems for document management
presents several challenges. Firstly, the physical storage of documents requires significant
physical space and resources. The university needs to allocate dedicated rooms or cabinets to

house the growing number of files, leading to the consumption of valuable office space.



Moreover, the physical storage of documents makes them vulnerable to loss, damage, or
misplacement. Accidents such as fire or floods can result in the irretrievable loss of important

documents, leading to severe consequences for the university's operations®.

In addition to the challenges of physical storage, traditional paper-based document
management systems are time-consuming and labor-intensive. Retrieving specific
information from a large number of physical files often involves manually searching\through
stacks of documents, which is a time-consuming and inefficient process. T| Qn lead to

delays in accessing critical information, hindering decision-making a&ti y response to
inquiries or requests”. @

Furthermore, collaboration among administrative staff be allenging with paper-based
systems. Sharing and distributing physical docum among team members requires
additional effort and time. Coordinating revi'%@’bor updates become cumbersome, as
multiple copies of documents need to be c&@ed, leading to version control issues and the

potential for inconsistencies. This h@effective collaboration, slows down workflows,

and increases the risk of errors @communicationé.
[ ]

The limitations of trad@per-based systems call for the adoption of a more efficient
and modern ap document management. A Digital Document Management System
(DDMS) oftexs a*Comprehensive solution to overcome these challenges. DDMS provides a
centrali@%d electronic platform where documents can be captured, stored, organized, and
acce@ldigitally. The system allows for the scanning or direct digital creation of documents,

eliminating the need for physical storage space and reducing the risk of loss or damage’.

With a DDMS, Lead City University can implement efficient document indexing and
retrieval mechanisms. Documents can be indexed using metadata, such as titles, keywords, or

tags, making it easier to locate specific information quickly. The search functionality of the



system enables administrators to retrieve documents with just a few clicks, saving time and

effort®.

Collaboration and workflow management are also significantly improved with a DDMS. The
system allows multiple users to access and edit documents simultaneously, enabling seamless
collaboration among team members. Changes and updates are automatically tracked, ensuring
version control and reducing the chances of errors or inconsistencies. Document wﬂows
can be established, automating approval processes and routing documents to @propriate

stakeholders for review or action. This streamlines administrative proﬁg!éduces delays,

and enhances overall efficiency®. @

Moreover, a DDMS offers enhanced security and ontrol features. Sensitive
documents can be protected through encryption and QQauthentication, ensuring that only
authorized individuals have access to confidenti rmation. Audit trails provide a record

of document access and modifications, enh&@ data security and accountability'?.

Digital Document Management Sy{& S) refers to a computer-based system designed
to manage the creation, storag&rieval, and distribution of digital documents within an

organization. It offers a@&ized platform where documents can be stored, organized, and

accessed in a s c@d efficient manner'!. DDMS solutions typically provide a range of
ufic

features an%

Docum ’@pture and Storage whereDDMS allows for the electronic capture of documents,

tionalities that enhance document management processes, including

converting physical files into digital format through scanning or direct digital creation. These
documents are then stored in a centralized repository, eliminating the need for physical
storage space and reducing the risk of loss or damage; Document Indexing and Retrieval
where DDMS provides mechanisms to index and categorize documents, enabling quick and

accurate retrieval through search functionalities. Metadata, such as document titles, keywords,



or tags, can be associated with documents to facilitate efficient search and retrieval processes;
Version Control where DDMS offers version control capabilities, allowing users to track and
manage different versions of documents. This ensures that the most up-to-date and accurate
version is readily available, avoiding confusion and discrepancies caused by outdated or
redundant documents; Document Collaboration and Workflow Management where DDMS
facilitates collaboration among users by enabling simultaneous access, editing, and sharing of
documents. It supports the establishment of document workflows, auto approval
processes and routing documents to the appropriate stakeholders for r Vi&}l‘ action; and
Security and Access Control where DDMS provides robust secu@&asures to protect
sensitive documents. It allows for the assignment of acces ges ensuring that only

authorized individuals can view, edit, or delete spe@ ocuments. Encryption, user

authentication, and audit trails further enhance data€ % ty12

Recognizing these challenges, Lead Clty y has expressed interest in exploring and
implementing a Digital Document M Hégnent System (DDMS) to optimize its document
handling processes and enhanc management practices. A DDMS offers numerous
benefits, including centrahm@rage secure access, version control, document tracking, and
efficient search functionalties. The successful adoption and utilization of a DDMS could
revolutionize %

1er51tys administrative operations and contribute to improved

productwy@@uced costs, and enhanced decision-making'>.

1.2 Ment of the Problem

At Lead City University, the office management practices face significant challenges due to
inefficient document retrieval processes. The reliance on physical files and manual searching
methods leads to time-consuming and labor-intensive efforts when locating essential

documents, thereby causing delays in administrative tasks and decision-making. Without a



proper organization or indexing system, retrieving documents from storage rooms or filing
cabinets becomes cumbersome, which not only disrupts workflow but also hinders
collaboration among staff members. Additionally, limited accessibility to physical documents
further complicates collaborative efforts, especially in a digital world where seamless
teamwork and rapid access to information are vital. The constraints imposed by physical
documents, such as the need for physical presence to access files and the reliance on

inefficient manual methods, impede productivity and can lead to miscom@aﬁon and

,\(/

Moreover, the risks associated with physical document manageme uding potential data

errors, ultimately affecting the university's operational efficiency.

loss, security breaches, and inconsistent filing practices, ﬁm@xacerbate these challenges.
Physical documents are vulnerable to environmental da@ loss, and unauthorized access,
which can result in permanent data loss and com@%e sensitive information. Inconsistent
filing and organization practices also pose s&&@’gnt difficulties, as they can lead to misfiled
documents, duplication of effort, ané\\' ficiencies in document retrieval. These issues,
coupled with the manual admi@fﬂve processes that dominate daily office activities,
introduce a higher likeliho%ﬁrrors, delays, and redundancy, all of which can hinder the
university's ability to &nd quickly to changing circumstances and maintain effective
R
office manage@ Addressing these challenges by transitioning to digital document
managem Qstems would enhance accessibility, collaboration, and overall efficiency,

ensuﬁq&at Lead City University can meet its administrative needs effectively.

Despite the potential advantages of implementing a DDMS, Lead City University faces
several challenges and limitations in its current document management system and office
practices. It is of this view this research chooses to fill the gap by investigating the use of
digital document management systems and office management practices of administrators in

Lead City University, Ibadan



1.3 Aim and Objectives of the Study

The aim of this study is to investigate the use of a Digital Document Management System
and evaluate the office management practices of administrators at Lead City University,

Ibadan. The specific objectives of the study are as follows:

1. To assess the prevalent office management practices of administration in Lead City
University, Ibadan. Q\

2. To identify the level of use of digital document managemen(/ m among
administrators in Lead City University, Ibadan.

3. To determine the influence of the use of digital document @gent systemon office

management practices of administratorsin Lead City Uni y, Ibadan.

2

To achieve the study's objectives, the follo@search questions will guide the research

Process: \%

1. What are the prevalent &%&nanagemem practices of administration in Lead City

1.4 Research Questions

University, Ibadan? Q\
2. What the level ofiuse of digital document management system among administrators in

Lead City Uniyersity, Ibadan?
1.5 Res@ Hypothesis
The hypothesis below will be tested at 0.05 level of significance

Ho: There will be no significant influence of use of Digital Document Management System

on office management practice of administrators in Lead City University.


Tunmibi
What is the level ....

Tunmibi
Note the modification here


1.6 Scope of the Study

This study focuses on the utilization of a Digital Document Management System and office
management practices specifically within Lead City University, Ibadan. The research will
concentrate on administrative processes, including document creation, storage, retrieval,
collaboration, and workflow management. The study does not encompass academic-related
documents, such as course materials or research papers. General sample items wey&sed to
measure office management practices while perceived ease of use and perc@seﬁﬂness
were used to measure use of digital document system. The geographi%gﬁ is limited to

Lead City University, while the timeframe for data collection and%@s is within the study

period. Q

1.7 Significance of the Study Q

This study is particularly significant for Lead Ci inersity and other academic institutions

\®)

that are seeking to enhance their docum: t\Management systems and office practices. The
research findings will offer Valuab‘{(%sis into the advantages, challenges, and practical
considerations of adopting Q\Q%fgital Document Management System (DDMS). By
understanding these dg@%s, decision-makers and administrators can make informed
choices that pos'ﬁ\\’@snpact administrative efficiency, collaboration, data security, and the
overall effectiyeri€ss of their organizations. Implementing DDMS can streamline document

retrieva@ce the risk of data loss, and facilitate better communication and collaboration

among staff, ultimately leading to improved operational performance.

Beyond the immediate implications for Lead City University, this study holds broader
significance for other educational institutions, particularly those in Oyo State and across
Nigeria. As many academic institutions grapple with similar challenges in document

management, the findings of this study can serve as a blueprint for implementing effective



DDMS solutions. This research will also contribute to the academic discourse on document
management practices, providing a valuable resource for researchers who are exploring
innovations in office management within educational settings. By offering empirical evidence
and practical insights, this study will aid in developing best practices that can be adapted to

the unique needs of various institutions.

Moreover, the significance of this study extends to the Oyo State govem%lt and
policymakers who are responsible for overseeing and improving educationa@xtructure.
The adoption of DDMS in academic institutions aligns with broader g%gm{ental goals of
digital transformation and modernization of public services. The st utcomes can inform
policy decisions aimed at promoting digital literacy and te@logical adoption within the
education sector, contributing to the state's overall developmtent objectives. For researchers,
this study will add to the body of knowledg %DDMS implementation and office

management, providing a foundationa@nce for future studies and policy

recommendations in the context of edu\ teénal administration.
1.8 Operational Definition of&@x

Office Management %&:The set of activities, processes, and strategies employed by
administrators t °®Vely manage administrative tasks, optimize workflow, and enhance

productivity Wwithifi an office environment.

O

Digit\l/gﬂcument Management System (DDMS):A computer-based system designed to
manage the creation, storage, retrieval, and distribution of digital documents, often
incorporating features such as document version control, search functionality, and workflow

automation.

Perceived Ease of Use of DDMS: Refers to the degree to which users believe that interacting

with the Digital Document Management System is free of effort. In this study, it assesses



how straightforward and user-friendly administrators and staff at Lead City University find

the DDMS to be, influencing their willingness to adopt and utilize the system.

Perceived Usefulness of DDMS: Refers to the degree to which users believe that using the
Digital Document Management System will enhance their job performance. In this study, it
measures the extent to which administrators and staff at Lead City University perceive the
DDMS as beneficial in improving their productivity, efficiency, and effec%ss in

managing documents and related tasks. l

Digital Device:In this study, a digital device refers to any electr dev1ce capable of
processing, storing, and transmitting digital information. This 1@ but is not limited to
computers, laptops, tablets, smartphones, scanners, an% p devices that facilitate the

creation, access, and manipulation of digital document

University:The term "university" in this stud §ﬁcally refers to Lead City University,
located in Ibadan, Nigeria. It encompas & academic institution as a whole, including its

administrative departments, faculty 6%5 and students.
&
i

x@b



10.

1.

12.

Endnotes

. L. Brown, S. Johnson, & J. Smith.Office Management Practices of Administrators: A

Comprehensive Overview.Journal of Administrative Management, 37(2), 2021, 65-82.

J.Smith, A.Johnson, &L. Brown.Document Management in the Digital Age: Challenges
and Opportunities for Academic Institutions.Journal of Higher Education Management,
25(2),2019,45-63.

S.Johnson, &A. Smith.The Role of Document Management in University Administrative
Departments. Journal of Higher Education Administration, 38(3), 2022,123-1¢5.

L.Brown, S.Johnson, &J. Smith, Challenges of Traditional Paper-bgsed, \Document

Management in University Administrative Departments. Journal of Higher'Education
Administration, 37(4), 2021,87-105.

A.Smith, S.Johnson, &L. Brown, Time-Consuming Nature gof\[¥aditional Paper-based
Document Management in University Administrative Dgpartients.Journal of Higher
Education Administration, 36(2), 2020,55-72.

S.Johnson, L.Brown, &A. Smith.Challenges of Coltaboration in Paper-based Document
Management Systems within University Administyaiive Departments.Journal of Higher
Education Administration, 35(3), 2019,112.130

J.Smith, A.Johnson, &L. Brown.Advantages of Digital Document Management Systems
in  University Administrative . YPepartments. Journal of Higher Education
Administration, 39(1), 2022,23-40

S.Johnson, J.Smith, &L . Brewn.Enhancing Document Indexing and Retrieval in
University Administrqtiye\Departments through Digital Document Management Systems.
Journal of Higher ‘Education Administration, 40(2),2023, 78-95.

L.Brown, Sdohnsony &J. Smith.Enhancing Collaboration and Workflow Management in
University Adnunistrative Departments through Digital Document Management Systems.
Journal ©f\Higher Education Administration, 39(3), 2022,156-175.

SvJohagon, L.Brown, &J. Smith.Enhancing Security and Access Control in Digital
Document Management Systems for University Administrative Departments. Journal of
Higher Education Administration, 38(4), 2021,210-228.

J.Smith, A.Johnson, &L. Brown.Digital Document Management System: Definition and
Benefits for Organizational Document Management. Journal of Information
Management, 45(1), 2023. 32-47.

S.Johnson, J.Smith, &L. Brown.Document Capture and Storage in Digital Document
Management Systems: Features and Benefits. Journal of Information Management,

44(3), 2022,78-94.

10



13. S.Johnson, L.Brown, &J. Smith.Benefits of Adopting a Digital Document Management
System in University Administrative Operations. Journal of Higher Education
Administration, 39(4), 2022,240-258.

11



Chapter Two

Literature Review

This chapter provides a comprehensive review of the existing literature related to the use of a
Digital Document Management System (DDMS) and office management practices of
administrators at Lead City University, Ibadan. The literature review aims to explore and
synthesize relevant studies, theories, and concepts that contribute to a deeper u tanding
of the research topic. By examining the conceptual, theoretical, and empici r pectives,

this chapter establishes a solid theoretical foundation and informs the @quent chapters of

this research. %0
Under the following subheading: QQ

2.1 Conceptual Review 6’6
2.1.1 Office Management Practices \Q

2.1.2 Use of Digital Document Manaé;@bSystem (DDMS)
2.2 Theoretical Review A%

2.2.1. Technology Ac e}bce Model (TAM)

222 Moders h@ement Theory (MMT)

2.3 Empi Review
\?:b'

2.3.1Use of Digital Document Management System (DDMS) and Office Management

Practices
2.4 Conceptual Model

Endnotes

12



2.1 Conceptual Review
2.1.1 Office Management Practices

Office management practices encompass a range of activities, processes, and strategies
employed by administrators to ensure the efficient and effective management of
administrative tasks within an office environment. These practices are designer imize

workflows, enhance productivity, improve communication, and streamline inistrative

processes'”. 6\
=

Key office management practices include record keeph@ filing, which involves
maintaining accurate and up-to-date records of various @\istrative documents, including
correspondence, financial records, student recon&’b& personnel files. Effective record
keeping ensures easy retrieval of infoma@n needed and compliance with legal and
regulatory requirements'®. Communis& and correspondence management is another
essential practice, focusing on fao&sa\ing efficient communication within and outside the
organization. This includes %&&ing email communication, handling incoming and outgoing

correspondence, sch: @g and coordinating meetings, and maintaining effective
]
communicatior@i‘&l 1,

Meeting ent management is also a crucial responsibility for office administrators,
enco}gpssing the organization and management of meetings, conferences, and events. This
practice includes scheduling, sending invitations, coordinating logistics, preparing meeting
agendas, recording minutes, and ensuring follow-up actions are executed?’. Effective time
and task management practices are vital for prioritizing tasks, setting deadlines, and

allocating resources to ensure administrative activities are completed efficiently. This

13



involves managing calendars, creating to-do lists, and employing time management

techniques to maximize productivity?!.

Resource management is another key aspect, where office administrators are responsible for
managing and allocating resources, including human resources, financial resources, and
physical infrastructure. This practice includes workforce planning, budgeting, resource
allocation, and optimization of resource utilization’?. Team collaboration and cq&nation
are also integral to office management practices, promoting collaborati ng team
members. This includes fostering a positive work environment, en&ur ihg teamwork,
establishing effective communication channels, and promoting @dge sharing among
staff members?. Lastly, continuous improvement and adan are emphasized in office
management practices, highlighting the importance %@ifymg areas for improvement,
implementing changes to enhance administratiﬁrbt)cesses, and staying updated with

technological advancements and best practk\&@(b

Office management practices sewé@&l essential functions within an organization,
including organizing and .rna' iing administrative records. These practices involve
establishing systems foQO@izing and maintaining records, ensuring easy access, and
facilitating efﬁc.ie&lformation retrieval®>.  Another crucial function is facilitating

outside anization. This includes managing email communication, handling incoming

communica;;’oand correspondence, which enables effective communication within and

and (Ming correspondence, and coordinating meetings and events?S,

Managing resources is also a key function of office management practices, involving the
management and allocation of resources such as human resources, financial resources, and
physical infrastructure. This includes workforce planning, budgeting, resource allocation, and

the optimization of resource utilization?’. Additionally, office management practices play a

14



vital role in coordinating administrative tasks and workflows. This involves assigning
responsibilities, setting deadlines, and ensuring that tasks are completed efficiently and on

time?8.

Finally, office management practices support decision-making processes by providing
administrators with the necessary information and support to make informed decisions. This

function includes maintaining accurate records, providing timely reports, and anah&g data

to assist in decision-making?’. Ql

The objectives of office management practices encompass several k as. First, they aim
to enhance administrative efficiency by improving the efficien rocesses through the
elimination of redundancies, optimization of workflo @d streamlining of tasks*.
Additionally, office management practices ensure .Qfgctlve communication within the
organization, which involves establishing eff é{bcommunication channels, managing

correspondence, and promoting effective co‘?@ation among team members3'.

]
Another objective is to promote p@oﬂw y by effectively managing time, resources, and
tasks. This includes prioritizing&%k, setting deadlines, and allocating resources efficiently32.

Furthermore, office ma@?ent practices ensure compliance and accountability by helping

to adhere to orin;{%%yal policies, legal requirements, and regulatory standards, while also
0

promoting %

activitie§? L astly, office management practices support decision-making by providing

ability through systems for tracking and documenting administrative

administrators with the necessary information, data, and analysis. This support includes

maintaining accurate records, generating reports, and conducting research as needed**.

Implementing effective office management practices offers several advantages, including
increased efficiency. These practices streamline administrative processes, reduce

redundancies, and eliminate inefficiencies, leading to improved productivity and operational

15



efficiency within the organization®>. Additionally, they improve communication and
collaboration by establishing effective communication channels, promoting information
sharing, and enhancing teamwork, which fosters a cohesive and productive work

environment3°,

Moreover, office management practices enhance organization and record-keeping by
ensuring the proper organization and maintenance of administrative record%lereby
facilitating easy retrieval of information and reducing the risk of loss or
misplacement”37. They also contribute to optimal resource utilizationwlgl-ﬂng to allocate
and utilize resources, such as human resources, ﬁnancial%@ces, and physical

infrastructure, effectively to support organizational goals?®. Q

Furthermore, these practices ensure compliance anQ{Q management by adhering to
organizational policies, legal requirements, and atory standards, while also helping to
mitigate risks through the establishment o rols, implementation of security measures,
and maintenance of accurate recql %inally, office management practices support
decision-making by providir.lg @istrators with the necessary information, data analysis,

and reports to make in @ decisions, thus enhancing decision-making processes and

supporting strategis&ning within the organization®.

N\

Effective 0% anagement practices contribute to increased productivity, streamlined
workﬂo%%iproved communication, and overall administrative efficiency. They ensure that
administrative tasks are performed in a structured and organized manner, allowing
administrators to focus on strategic decision-making and supporting the goals of the

organization*!.

Within the context of Lead City University, a DDMS can revolutionize the way

administrative tasks are performed and managed. By transitioning from traditional paper-

16



based systems to a digital document management approach, the university can benefit from
improved information retrieval, enhanced collaboration among administrators, reduced
physical storage requirements, increased efficiency in administrative processes, and enhanced

data security*.

Moreover, effective office management practices play a crucial role in ensuring the smooth
functioning of administrative operations within the university. Proper record kegping and

filing systems enable easy access and retrieval of information, facilitating c@Qa—making

processes. Efficient communication and correspondence management@ at important
information is disseminated in a timely manner, fostering e coordination and
collaboration among administrators®. Q

Effective time and task management practices ,Q{p administrators prioritize their
responsibilities and meet deadlines. Resour &agemen‘[ practices ensure optimal
utilization of available resources, includ uman resources, financial resources, and
physical infrastructure. Team collab@% and coordination practices promote a cohesive
work environment and enab@ﬁnistrators to work together towards common goals.
Continuous improvemen daptation practices allow administrators to identify areas for

enhancement and.iwwnt changes to improve overall administrative efficiency*.

N\

By examini%t conceptual aspects of a DDMS and office management practices, this
section ’Qdes a theoretical framework for understanding the key components and
principles that underpin the use of a DDMS and effective office management within Lead
City University. The insights gained from the conceptual review contribute to a
comprehensive understanding of the research topic and lay the groundwork for further

exploration in the subsequent sections of the literature review.
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2.1.2 Use of Digital Document Management System (DDMS)

Digital Document Management System (DDMS) revolves around the effective management
and organization of digital documents within an organization. A DDMS is a computer-based
software solution that enables the creation, storage, retrieval, sharing, and management of
digital documents in a structured and systematic manner. It offers a centralized platform for
storing and accessing documents, providing a more efficient alternative to traditio,%paper—

O

At its core, a DDMS consists of both hardware and software coxﬁo nts. The hardware

based document management systems'.

components include digital devices such as computers, scanners, and storage devices,
which are used to create, capture, and store digital doc The software components

encompass specialized applications or platforms t facilitate document management

processes, including document creation, Versio@rol, indexing, searching, retrieval, and

security?. @

.
Document creation is a fundamen@\pec of any organization's workflow, and a Digital
Document Management Syste MS) plays a crucial role in facilitating this process. With
a DDMS, users have aa@%a variety of tools and applications designed to streamline and
simplify the cre @digital documents. These tools are essential for generating various
types of doeunients, ranging from simple text files to complex presentations and

spread\s;@rg

One of the key features of a DDMS is its integration with word processing software. This
software allows users to create and edit textual documents with ease, providing a range of
formatting options, styles, and templates to suit different needs. Whether it's drafting reports,
memos, or letters, users can leverage the functionalities of word processing tools within the

DDMS to produce professional-looking documents efficiently?.
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In addition to word processing capabilities, a DDMS often includes spreadsheet applications,
such as Microsoft Excel or Google Sheets. These applications are indispensable for tasks
involving numerical data, financial calculations, and data analysis. With spreadsheet software
integrated into the DDMS, users can create and manipulate spreadsheets seamlessly, allowing

for accurate data management and analysis within the same platform?.

Presentation software is another essential component of a DDMS, enabling use%create
visually engaging presentations for meetings, conferences, or training sessi@ese tools
provide templates, graphics, animations, and slide transition effec%&dp users craft

compelling presentations that effectively communicate their ideas & rmation?.

Moreover, DDMS may offer specialized applications tai @speciﬁc document types or

industries. For example, in academic settings, rese@hers may benefit from citation

,:\@E assist in organizing references and

generating bibliographies according to Varib\\Qitation styles. Similarly, in legal or medical

management tools integrated into the DDMS

contexts, DDMS may include temp&%\%l forms customized for drafting contracts, legal

briefs, or medical records?’. . Aé

Document storage am@%nization are essential components of effective document

management, a:d@gital Document Management System (DDMS) provides a robust
t

framework 6

digital (@rgen‘[s are stored securely and systematically. This centralized approach ensures

se tasks. At its core, a DDMS serves as a centralized repository where

that documents are easily accessible to authorized users while maintaining strict control over

document security and version control.

One of the key features of a DDMS is its ability to organize documents efficiently.
Administrators can establish a hierarchical folder structure within the system, mirroring the

organization's departmental or functional hierarchy. This hierarchical approach allows for
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intuitive navigation, with documents logically grouped and categorized according to their
respective departments, projects, or topics. Users can quickly locate documents by traversing
through the folder structure, ensuring that files are organized in a manner that aligns with the

organization's workflow and business processes.

In addition to hierarchical organization, a DDMS may employ metadata-based tagging
systems to enhance document categorization and retrieval. Metadata, such as docu,%lt title,
author, creation date, keywords, and file type, provide valuable information al@%e content
and context of documents. By associating metadata tags with each do&e »*administrators
can create dynamic search indexes that enable users to locate s files using keyword

%es document retrieval,

searches or filtering criteria. This metadata-driven approach@a

allowing users to access relevant documents quickly an@ently.

Furthermore, a DDMS incorporates robust versi trol mechanisms to manage document
revisions and ensure data integrity. When h@mnts undergo modifications or updates, the
DDMS automatically tracks changes@ tains a revision history, and assigns unique version
identifiers to each iteration OQ% ocument. This versioning capability enables users to
review past revisions, re@@arevious versions if necessary, and collaborate on documents

without the risk of @riting or losing critical information®.

N\

Document r%e and search functionality are fundamental aspects of a Digital Document
Manage@’QSystem (DDMS) that empower users to locate and access documents efficiently.
Unlike traditional paper-based document storage systems, which often entail manual
searching through physical files, a DDMS streamlines the retrieval process through advanced

search capabilities and indexing mechanisms®.

One of the key features of a DDMS is its robust search functionality, which enables users to

quickly locate documents based on specific criteria. Users can initiate searches using various
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parameters, including file name, keywords, metadata attributes, or even full-text search
queries. This versatility in search options allows users to employ the method that best suits
their information retrieval needs, whether they have specific details in mind or require a more

comprehensive search®.

The search capabilities of a DDMS are further enhanced by indexing mechanisms that
catalog the contents of documents for rapid retrieval. Upon ingestion into t DMS,
documents are automatically indexed based on their content, metadata, and @Qattributes.
This indexing process creates a searchable database that maps docurg% utes to their

respective locations within the system, facilitating quick and accg ieval.

Moreover, the full-text search functionality of a DDMS e ers to search for documents
based on the actual text contained within the documeQ\ is feature is particularly useful
when users recall specific phrases, quotes, or pie@e&lfomation but may not remember the
document title or metadata attributes assoc w1th the document. By conducting full-text

searches, users can locate relevant q%nts based on the textual content they contain,

regardless of their file names o@lata tags.

The efficiency gains a@% through document retrieval and search functionality in a
DDMS are sig '\%Users no longer need to sift through physical files or manually
navigate fol%s ctures to find documents. Instead, they can leverage the DDMS's search
capabili@o quickly pinpoint the documents they need, saving time and effort in the
process. Whether searching for specific files, exploring related documents, or conducting
comprehensive searches across the entire document repository, users benefit from
streamlined retrieval processes that enhance productivity and facilitate informed decision-

making®.
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Version control is a crucial aspect of document management, and a Digital Document
Management System (DDMS) provides robust capabilities to manage document versions
effectively. With version control functionality, administrators can track and manage
document revisions, ensuring that users always have access to the most recent and accurate

version of a document®.

One key benefit of version control in a DDMS is the ability to maintain a clear and%anized
revision history for each document. When a document undergoes modiﬁcati@gs updates,
the DDMS automatically creates a new version while preserving the pregioussterations. Each
version is timestamped and labeled with a unique version identifi @)wing users to track
the evolution of the document over time. This compreh e version history provides
valuableinsights into the document's lifecycle, inclu. i&ho made changes, when the

changes were made, and what specific modiﬁcatio%%re implemented.

O

Moreover, version control in a DDMS enab\@eamless collaboration on documents among
multiple users or teams. By prov1d1nq%rahzed platform for document collaboration, the
DDMS allows users to work @ments concurrently, without the risk of overwriting or
losing changes. Version t\ ensures that conflicting edits are reconciled, and users can
merge changes .frg&ifferent versions seamlessly. This collaborative approach fosters
teamwork and Qh&nces productivity, as users can collaborate on documents in real-time,

regardle eir geographical location or time zone.

Furthermore, version control safeguards against data loss or corruption by providing a
mechanism to revert to previous versions of a document if necessary. In the event of errors,
accidental deletions, or unwanted changes, administrators can roll back to a previous version

of the document, restoring data integrity and preventing disruptions to business operations.
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This rollback capability provides peace of mind to users, knowing that their documents are

protected and recoverable in case of unforeseen circumstances®.

Collaboration and sharing functionalities embedded within Digital Document Management
Systems (DDMS) play a pivotal role in fostering seamless teamwork, enhancing
communication, and streamlining document workflows. These features empower users to
collaborate efficiently on documents, share information effortlessly, and ectively

contribute to the creation and refinement of content in real-time’. Q

One of the key advantages of collaboration features in DDMS platfotms is the ability to
facilitate simultaneous editing and review of documents by m@ users. With real-time
collaboration capabilities, team members can work on e document concurrently,
enabling them to brainstorm ideas, provide feedback,Q\d make edits collaboratively. This
real-time interaction not only accelerates the d. nt creation process but also promotes
greater creativity and innovation as team m@s can contribute their insights and expertise

in a collaborative environment. E;\\.

Moreover, DDMS platforms @@obust document sharing functionalities that enable users
to distribute document&@%y within the organization or to external stakeholders. Through
centralized rep '@and permission-based access controls, users can share documents
with specific gﬂduals, teams, or departments, ensuring that sensitive information remains
protect ’Q confidential. Additionally, version control mechanisms track changes made to

shared documents, providing transparency and accountability throughout the collaboration

process’.

Furthermore, collaboration features in DDMS platforms streamline document review and
approval processes, allowing stakeholders to provide feedback, request revisions, and

approve documents electronically. Automated workflows and notification systems notify
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relevant parties when action is required, expediting decision-making and ensuring timely
completion of tasks. This enhances organizational agility and responsiveness, enabling teams

to adapt quickly to changing business requirements and market conditions.

In addition to facilitating internal collaboration, DDMS platforms support external
collaboration with partners, clients, and vendors through secure sharing and collaboration
portals. These portals provide a centralized platform for exchanging documents, coﬂ&)rating
on projects, and communicating with external stakeholders, fostering strong@gntionships

and enhancing collaboration across organizational boundaries’. /\

Security and access control are paramount features of Digi@ cument Management
Systems (DDMS) designed to safeguard sensitive in n and maintain document
integrity. DDMS platforms offer robust security meastQ and access controls that empower
administrators to enforce strict policies and that confidential documents remain

protected from unauthorized access, tamperingyor data breaches.

]
One key security feature provide@MS platforms is access control, which allows
administrators to define and user permissions at a granular level. Administrators can

assign specific access n@% individual users or groups based on their roles, responsibilities,

and clearance 1 V@thin the organization. This ensures that only authorized personnel
e%fﬁ

have access &

Acceﬂ@atrol mechanisms in DDMS platforms typically include role-based access control

tive documents, while restricting access to unauthorized users.

(RBAC), which assigns permissions based on predefined user roles such as administrators,
editors, viewers, or contributors. Additionally, access control lists (ACLs) enable
administrators to specify access rights for individual users or groups, granting or revoking

permissions as needed. By implementing access control measures, DDMS platforms prevent
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unauthorized users from viewing, editing, or deleting documents, thereby mitigating the risk

of data breaches and unauthorized disclosure of confidential information.

Furthermore, DDMS platforms employ encryption techniques to protect documents stored
within the system. Encryption algorithms encrypt documents at rest and in transit, rendering
them unreadable to unauthorized users. This ensures that even if documents are intercepted or

accessed by malicious actors, they remain encrypted and inaccessible Withq,)kproper

authentication credentials. Q

Another essential security feature provided by DDMS platforms is trails, which track
and record user actions and document activities within the syste trails capture details
such as user logins, document accesses, modificati and deletions, providing

administrators with a comprehensive record of docLQQnt-related activities. This enables
organizations to monitor user behavior, detect orized access or suspicious activities,

and maintain compliance with regulatory reﬁt@nents and industry standards.

In addition to access control and @y’%, DDMS platforms offer other security features
such as multi-factor authentie\ak% (MFA), data loss prevention (DLP), and remote wipe
capabilities. These fes@genhance the overall security posture of the organization,

safeguarding s@infomation and mitigating risks associated with data breaches,
si

cyberattacksran: der threats®.

O

Imp glng a Digital Document Management System (DDMS) offers several advantages
for organizations, DDMS provides robust search capabilities, allowing users to quickly locate
and retrieve documents based on keywords, metadata, or other search criteria. This saves time
and effort compared to manual searching through physical files’. DDMS platforms often
include collaboration features that enable multiple users to work on documents

simultaneously. This facilitates real-time collaboration, document sharing, and version
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control, leading to improved team productivity and efficiency!’. DDMS automates document-
centric workflows, reducing manual and paper-based processes. This streamlines
administrative tasks, eliminates bottlenecks, and enhances overall operational efficiency'!.By
transitioning from paper-based systems to digital storage, a DDMS eliminates the need for
physical storage space for documents. This reduces costs associated with printing, filing
cabinets, and off-site storage facilities'>. DDMS platforms provide robust security &easures,
including access controls, encryption, and audit trails. These features ensur sensitive
documents are protected from unauthorized access, reducing the risk ’{Qtaj reaches and
information leaks'>. DDMS platforms often include backup and disacovery capabilities,
ensuring that documents are protected and can be restored 1 evwent of a system failure or
natural disaster. This helps organizations maintain contir@goperations and prevent data
loss'*. DDMS platforms enable organizations to Q\‘BQwith industry-specific regulations

and standards by providing features such\ab%ument version control, audit trails, and

document retention policies!>. \

The adoption of a DDMS offers @{e?)us benefits for an organization. It eliminates the need

for physical storage space@aper documents, reducing costs associated with printing,

storage, and maintenance“ef physical files. It also enhances information retrieval and sharing
. 5\'

capabilities, en@l}g quick and easy access to relevant documents. Collaboration among

team me ts streamlined, allowing for efficient document review, editing, and approval

procé&ze%Furthermore, a DDMS improves document security and reduces the risk of

document loss or damage'¢.
2.2 Theoretical Review

The theoretical review section examines theoretical frameworks and models that are relevant

to understanding the use of a Digital Document Management System (DDMS) and office
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management practices. These theories provide insights into the factors influencing the
adoption, acceptance, and implementation of technology in organizations, as well as the

fundamental principles that optimize office management practices.
2.2.1 Technology Acceptance Model (TAM)

The Technology Acceptance Model (TAM) is a widely recognized theoretical framework that

helps explain individuals' acceptance and use of technology. According to TAM;“the key

determinants of technology acceptance are perceived usefulness and percei of use®.

A

Perceived
Usefulness
(L) *

Attitude
Toward
Using (A)

Behavioral
Intention to
Use (BI)

Actual
System Use

External
Variables

Perceived
Ease of Use

(E)

N\
@Ql: Technology Acceptance Model*®

Perceived usef@a critical factor in determining individuals' acceptance and adoption
of a techn@: including a Digital Document Management System (DDMS). It refers to the
exterNO/ hich individuals believe that using a particular technology will enhance their job

performance or make their tasks easier to accomplish*®.

For administrators considering the implementation of a DDMS, the perceived usefulness of
the system holds significant importance. Administrators would evaluate the potential
advantages and benefits that the DDMS offers in managing documents and streamlining
administrative processes*’. These advantages includeDDMS providing a structured and
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centralized platform for storing, organizing, and categorizing documents. Administrators can
easily categorize documents based on various criteria such as subject, department, or date,
facilitating efficient document management and retrieval. This feature eliminates the need for
manual filing systems, reduces the risk of misplacement or loss of documents, and enhances
overall organization*®. With a DDMS, administrators can quickly search and retrieve
documents based on specific keywords, tags, or metadata. This eliminates & time-
consuming process of manually searching through physical files or folders@)vmg the
c

speed and accuracy of information retrieval. Administrators can access r leQn} uments in

a matter of seconds, enabling faster decision-making and imé@ esponsiveness to
a

inquiries or requests®. A DDMS promotes collaboration am, Inistrators by providing

features for document sharing, version control, and real-t iting. Multiple administrators

can work on the same document simultaneously, t %nges, and maintain a single version

of the document. This collaborative functi osters teamwork, eliminates the need for
N

physical document circulation, and ge\' es' communication barriers, thereby improving

overall efficiency and productivityi{cj\

DDMS automates various (@ﬁstrative processes, such as document routing, approval

workflows, and task a @nem. Administrators can set up automated workflows that ensure
]
documents mO‘{e t@

or approvg@is automation minimizes manual intervention, reduces administrative errors,

the appropriate channels and reach the right individuals for review

and ﬁ&ates the completion of tasks and projects®'. DDMS offers robust security measures
to protect sensitive documents and confidential information. Access controls, encryption, and
user permissions ensure that only authorized personnel can view, edit, or delete documents.

This provides administrators with peace of mind regarding data integrity and confidentiality>2.

When administrators perceive a DDMS as a valuable tool that can simplify their document
management processes, increase productivity, and improve overall administrative efficiency,
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they are more likely to accept and adopt the system. The advantages discussed above
contribute to the perceived usefulness of a DDMS, and organizations should highlight these
benefits when introducing the system to administrators. By demonstrating how the DDMS
can address their specific needs and challenges, organizations can increase administrators'
confidence and motivation to embrace the system, leading to successful implementation and

improved document management practices>>. \

Perceived ease of use: plays a crucial role in the acceptance and adoption (@ hnology,
including a Digital Document Management System (DDMS). It refers ;ng&tent to which
individuals perceive a technology as being user-friendly and e to operate. In the
context of a DDMS, administrators evaluate various factors @ed to the system's interface,

navigation, and functionality to assess its ease of use>. Q

QO

Administrators consider the user interface of t S, including its layout, design, and
visual aesthetics. A well-designed and in\\\gle interface contributes to a positive user
experience, as it allows admlnlstratoq’&%\ckly understand how to interact with the system
and locate the necessary featu@ functions. If the DDMS interface is visually appealing,

organized, and present%@étion in a clear and logical manner, administrators are more

likely to perceive.is&er-friendly%.

Another asp@ t administrators evaluate is the navigation within the DDMS. Effective
navi ati%%sures that administrators can easily move through different sections, access
relevant documents, and perform desired actions without confusion or frustration. If the
DDMS offers a logical and intuitive navigation structure, administrators can quickly find
their way around the system, reducing the learning curve and enhancing their perception of

ease of use’°.
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Functionality is also a crucial factor in determining the ease of use of a DDMS.
Administrators assess whether the system provides a comprehensive set of features and tools
that align with their document management needs. They look for functionalities such as
document upload, version control, search capabilities, document sharing, and collaboration
features. If the DDMS offers these functionalities in a straightforward and efficient manner,

administrators are more likely to perceive it as easy to use®’. \

Moreover, administrators consider the learning curve associated with the @S. If the
system requires minimal training or technical expertise to operate, awl tors are more
likely to embrace it. Intuitive user interfaces, clear instructions @ials, and accessible
support resources contribute to reducing the learning curv@l increasing administrators'
confidence in using the DDMS?8. The perception of eggjse significantly influences the
acceptance and adoption of a DDMS. Admi%%rs are more inclined to embrace
technologies that they find accessible and u\ dly. If administrators perceive the DDMS
as easy to use, they are more likelys @est time and effort in learning and utilizing the
system effectively, leading to @\(?r adoption rates and successful implementation®.
Organizations implementi@DMS should prioritize user experience and usability. By
ensuring that the DD Sgesigned with a user-centric approach, considering administrators'
needs, preferen@éechnological proficiency, organizations can enhance the ease of use
perceptio @ducting user testing and gathering feedback during the development and
impl@&ation stages can provide valuable insights for optimizing the DDMS's usability and

user experience®.

By addressing the factors that contribute to the perceived ease of use, organizations can
increase administrators' acceptance and adoption of the DDMS. The goal is to create an
environment where administrators feel comfortable and confident in using the DDMS as a
user-friendly tool for efficient document management, ultimately improving overall
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administrative processes and productivity®!. Both perceived usefulness and perceived ease of
use are intertwined and influence each other in the acceptance process. Administrators'
perception of the usefulness of the DDMS can be enhanced by the system's ease of use. When
administrators find a system easy to navigate and operate, they are more likely to explore its
functionalities, discover its benefits, and recognize its usefulness in managing documents

effectively®.

The TAM framework suggests that administrators' acceptance and adoption @ DMS are
determined by their perceptions of the system's usefulness and ease 0 erefore when
implementing a DDMS in Lead City University, it is crucia chs on addressing
administrators' concerns and demonstrating the system's @ proposition. This can be
achieved through effective training programs, providir&@)ing support, and ensuring that
the DDMS is designed with a user-centric app %considering the specific needs and

preferences of administrators®?, @

In addition the Unified Theory of, ance and Use of Technology (UTAUT) is a
theoretical framework that @s the Technology Acceptance Model (TAM) by
incorporating addltlone%@ that influence individuals' adoption and use of technology.
UTAUT suggests @ers’ intentions to adopt and use a technology are influenced by four

key factors:; Se(@nance expectancy, effort expectancy, social influence, and facilitating

conditio fb

Performance expectancy: is a crucial factor in the acceptance and adoption of a Digital
Document Management System (DDMS). It refers to the extent to which users, in this case
administrators, believe that using the technology will enhance their job performance or make
tasks easier to accomplish. When administrators evaluate the performance expectancy of a

DDMS, they assess whether the system has the potential to improve their efficiency in
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managing documents, streamline workflows, and enhance overall administrative

performance®’.

One key aspect administrators consider is the speed and efficiency of document retrieval.
Traditional paper-based document management systems often require significant time and
effort to locate specific documents. In contrast, a DDMS offers advanced search
functionalities, indexing capabilities, and metadata tagging, enabling adminis%ors to
quickly find and retrieve the required documents. The ability to retrirouments

efficiently saves administrators valuable time and allows them to focus&n critical tasks,

leading to increased productivity and improved job performanceé%o

Another factor administrators consider is the potential for ed collaboration. A DDMS
provides a centralized and secure platform for adminis@{ors to store, share, and collaborate
on documents. Administrators can access and(b@{bon documents simultaneously, track
revisions, and maintain version control. B\Qlitating seamless collaboration, the DDMS

promotes effective communication }@natlon, and teamwork among administrators.

Improved collaboration le?d@XHhanced productivity, better decision-making, and

ultimately, improved jo@}lanceﬂ.

Administrators is@luate the impact of a DDMS on decision-making processes. The
system enables adfinistrators to access accurate and up-to-date information, such as financial
records,@rént data, and administrative correspondence. Having easy access to reliable and
comprehensive information allows administrators to make informed decisions quickly and
efficiently. The DDMS's ability to provide real-time data and analytics empowers
administrators to analyze trends, identify patterns, and gain insights, leading to more effective

decision-making and improved overall performance®®.
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Furthermore, administrators may consider other advantages of a DDMS that contribute to
their perception of enhanced job performance. These advantages can include streamlined
workflows, reduced manual paperwork, automated processes, and improved data security. By
automating routine administrative tasks, the DDMS frees up administrators' time and
resources, enabling them to focus on higher-value activities. Streamlined workflows

eliminate redundancies and bottlenecks, enhancing operational efficiency and ovgerall job

performance®’. QQ

When administrators perceive that using a DDMS will positively impac}%gipérformance by
providing faster document retrieval, improved collaboration, @r decision-making,
streamlined workflows, and other benefits, they are more lik@o adopt and use the system.
Therefore, organizations implementing a DDMS sho &ghligh‘[ these advantages and
communicate the potential performance impro@ts to administrators. Training and
support programs can also be implemen@ nsure administrators understand how to
leverage the system effectively to}\' ance their job performance. By addressing

administrators' performance ex@gay, organizations can increase the acceptance and

successful adoption of the !&%, leading to improved office management practices’.

Effort expectancys&s a significant role in the acceptance and adoption of a Digital
Document an(@ment System (DDMS). It refers to administrators' perception of the ease of
use assoé ith the technology and their evaluation of how effortlessly they can navigate
the Q&tém, perform tasks, and accomplish their document management goals. When
administrators assess the effort expectancy of a DDMS, they consider several factors that

contribute to their perception of its ease of use’".

One crucial factor is the intuitiveness of the user interface. Administrators expect the DDMS

to have a user-friendly interface that allows them to navigate the system seamlessly and
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locate the required functionalities without confusion or frustration. The interface should be
designed in a logical and intuitive manner, with clear menu options, well-organized layouts,
and easily identifiable icons. Administrators should be able to navigate through the system's
features and functions effortlessly, enabling them to perform tasks efficiently and

effectively’?.

Clear instructions and guidance are also important for administrators' perception& effort
expectancy. The DDMS should provide administrators with clear and concis ctions on
how to use the system's features and perform various tasks. Documg%ti ¢ tutorials, and
user manuals should be readily accessible and provide step-by-s idance on using the
system's functionalities. When administrators can easily accomprehensive instructions
and guidance, they are more likely to feel confident inNtheir ability to use the DDMS

effectively, reducing their perceived effort in adop@\d utilizing the system’3.

O

Another factor that contributes to effort e\\&gancy is the system's training requirements.
Administrators expect the DDMS to@%mlmal training requirements, meaning they can
quickly grasp the system's fun@ties and become proficient in its use without extensive
training sessions. The s e®muld be designed to be intuitive and user-friendly, allowing
administrators tQ ;&and adapt to it easily. Additionally, the availability of training
resources, c& online tutorials, video demonstrations, and user support, can further
enhance é 1strators' perception of effort expectancy by providing them with the necessary

resm& to learn and troubleshoot any issues they encounter’,

By addressing these factors and ensuring that the DDMS offers an intuitive user interface,
clear instructions, and minimal training requirements, organizations can enhance
administrators' perception of effort expectancy. When administrators find the DDMS easy to

use and believe that it requires minimal effort to operate, they are more likely to accept and
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adopt the system. To achieve this, organizations should invest in user experience design,
usability testing, and training programs that focus on making the DDMS accessible and user-
friendly. By reducing the perceived effort associated with the system's use, organizations can
increase the acceptance and successful adoption of the DDMS, leading to improved office

management practices’.

Social influence: is a critical factor that influences administrators' acceptance a se of a
Digital Document Management System (DDMS). It refers to the impact o@al norms,
opinions, and influences on administrators' attitudes towards the }Q&lﬁgy and their
intentions to adopt and use it. Administrators' acceptance of the D an be influenced by

various social factors, including colleagues, superiors, an@wr stakeholders who have

already adopted and embraced the system’6. QQ
Positive feedback and recommendations from sources within the organization can

significantly influence administrators' accm@e of the DDMS. When administrators hear
positive experiences and success sté%. m their colleagues who are already using the
system, they are more likel.y @elop a favorable perception of the technology. These

positive social influence a sense of trust and credibility, making administrators more

open to adopting .ﬂse\' MS themselves”’.

Similarly, thessupport and endorsement of superiors and other influential stakeholders play a
crucial @ social influence. When administrators receive encouragement, guidance, and
support from their superiors in adopting and utilizing the DDMS, they are more inclined to
accept and embrace the system. Superiors can communicate the importance of the DDMS for
improving administrative efficiency, emphasize its benefits, and provide resources to
facilitate its implementation. This social influence from authority figures can create a sense of

obligation and reinforce administrators' intention to adopt and use the DDMS’8,
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On the other hand, negative opinions or resistance from colleagues or other stakeholders can
hinder administrators' acceptance of the DDMS. If administrators encounter skepticism,
resistance, or negative feedback regarding the system, they may develop reservations or
concerns about its effectiveness. Negative social influences can create doubts, uncertainty,
and resistance among administrators, making them less likely to accept and adopt the DDMS.
Therefore, it is crucial for organizations to address concerns, provide clariﬁcat'&s, and

address any resistance through effective communication, training, and support @ms”.

Understanding the social dynamics and influences within the organ%ghég essential for
promoting the acceptance and successful adoption of the DDMS. izations can foster a
positive social environment by creating opportunities for ad rators to share their positive
experiences with the system, providing platforms for &@dge sharing and collaboration,
and promoting a culture of innovation and contir@(‘mprovement. By leveraging positive
social influences and addressing any 1@ influences, organizations can enhance
administrators' acceptance of the D{)@gnd encourage widespread adoption, leading to

S
improved office management pra@@ .
N

Facilitating conditions: p a\gniﬁcant role in administrators' acceptance and adoption of a
Digital Documeg%&lagement System (DDMS). Facilitating conditions refer to the
resources a sgggart available to users for adopting and using the technology effectively. In
the con‘ﬁQ a DDMS, these conditions encompass various factors that contribute to the

succ&ﬁﬁl implementation and utilization of the system?!.

One important facilitating condition is access to training programs. Administrators require
adequate training to familiarize themselves with the features and functionalities of the DDMS.
Training programs can include workshops, seminars, online courses, or user manuals that

provide administrators with the necessary knowledge and skills to effectively navigate and
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utilize the system. When administrators have access to comprehensive training programs,
they feel more confident and empowered to adopt and use the DDMS, leading to increased

acceptance and successful implementation®?.

Technical support is another crucial facilitating condition. Administrators may encounter
technical issues or challenges while using the DDMS, and having prompt and reliable
technical support is essential for resolving these issues. Technical support can be_provided
through help desks, dedicated support personnel, or online support pl . When
administrators know that they can rely on technical support to add&gf problems or

questions they may have, it enhances their confidence in adopti using the DDMS,

minimizing any barriers that could hinder their acceptance®’. Q

The availability of adequate hardware and softwar@frastructure is also a facilitating
condition. To effectively use the DDMS, aﬂ@’gators require access to compatible
hardware devices and the necessary softwa\\&tallations. Organizations should ensure that
the hardware devices, such as compti(gé\o%nobile devices, meet the system requirements of
the DDMS. Additionally, thgy @ provide the required software licenses and installations
to enable administrat%@e the system seamlessly. When administrators have the

necessary infrastguf&in place, it reduces any technical limitations or barriers that could

hinder their 8@% and adoption of the DDMS?,

Policies&uidelines that support the implementation and utilization of the DDMS are
additional facilitating conditions. Organizations can develop policies that outline the
expectations, procedures, and guidelines for administrators to follow when using the DDMS.
These policies can address issues such as document management protocols, access

permissions, security measures, and backup procedures. Clear policies and guidelines create a
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framework that supports administrators in effectively using the DDMS and ensures consistent

and efficient practices across the organization®’.

By providing robust facilitating conditions such as training programs, technical support,

adequate hardware and software infrastructure, and supportive policies or guidelines,

organizations can enhance administrators' acceptance and adoption of the DDMS.

Administrators will feel supported and empowered to utilize the system, leading to%)roved
\J

office management practices, streamlined workflows, and increased overal @a inistrative

efficiency?®®. /\

By applying the UTAUT framework to the context of a DD searchers can gain a

comprehensive understanding of the factors inﬂuenci@@inistrators' acceptance and

utilization of the system. Considering performance @ec ancy, effort expectancy, social

influence, and facilitating conditions allows o@gons to identify potential barriers to

adoption and develop strategies to address\\K@. By addressing these factors, organizations
. . X .

can promote administrators' accep %d use of the DDMS, leading to successful

implementation and improved &%\nanagement practices.

N
0&\
x@@

2.2.2 Total Quality Management (TQM)
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Fig 2.2: Total Quality Management *e%y
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e QFQM) is a comprehensive management approach aimed at

continuous @ . TQM is based on the principle that every member of an organization
must pa ate in the improvement of processes, products, services, and the culture in which
they work. Originating from Japanese industries in the 1950s, TQM has become a globally
recognized philosophy for enhancing efficiency, customer satisfaction, and competitive
advantage®®. Its primary focus is customer-centered quality, aiming to achieve long-term
success through customer satisfaction by integrating all members of the organization, from

management to workers, into a collective goal of continuous quality improvement®’.



One of the core tenets of TQM is customer focus. This principle revolves around
understanding the needs and expectations of customers, both external (clients, consumers)
and internal (employees, suppliers). Organizations employing TQM constantly gather
customer feedback to identify areas of improvement in products or services, ensuring that
their offerings consistently meet or exceed customer expectations”. The customer-driven
nature of TQM makes it a strategic tool in a market-driven economy, where companies can
only succeed if they provide superior value compared to competitors. Anot}@damen‘[al
aspect of TQM is continuous improvement, often referred to as “Kaizen”, in Japanese.
Continuous improvement emphasizes small, incremental changes ¢t &vr time, contribute
to significant advancements in organizational processes an lﬁes”. This requires the
active involvement of all employees in suggesting and ienting process improvements.

Techniques such as Six Sigma, the Plan-Do-Chec 13% CA) cycle, and benchmarking are

often used within the TQM framework to fagili 1s ongoing process of refinement®.

N

Employee involvement is another come\\' e of TQM. In contrast to traditional management
approaches where decision—ma@f?s confined to top management, TQM fosters an
environment where employ@all levels are empowered to contribute ideas and participate
in decision-making®. }bbelief is that employees who are involved in the day-to-day
operations of n.&\gﬁzation are well-positioned to identify inefficiencies and areas of
improvemﬁ&bfhis inclusive culture is often supported by training programs and team-
buil&&ercises that promote collaboration and cross-functional communication, ensuring
that everyone works towards common organizational goals®®. TQM also promotes the
importance of process-centered thinking. Every organization operates through a series of
processes, from manufacturing to customer service. TQM emphasizes the need to manage

and optimize these processes to improve overall efficiency and quality. Process improvement

methods such as Total Productive Maintenance (TPM), statistical process control (SPC), and
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lean manufacturing are integrated into TQM to reduce waste, lower costs, and improve
product quality®. By focusing on process efficiency, organizations can minimize variability

and ensure that output consistently meets desired quality standards®.

Moreover, leadership commitment is essential in ensuring the success of TQM. Top
management must provide clear direction and support for TQM initiatives, as well as foster a
culture of quality throughout the organization®. Leaders in TQM organizations s%e tone
by establishing a vision, setting quality goals, and providing the resourc@%essary to
implement TQM principles effectively. They also serve as role Kde »’reinforcing a
continuous improvement mindset and recognizing employee @butions to quality
enhancement efforts”’. TQM encourages a systematic aph to problem-solving and
decision-making, utilizing data-driven methodologies t&@tify issues and guide decision-
making. Tools like cause-and-effect diagrams (Is@a), Pareto charts, and control charts
are used to analyze processes and root caus’i@(gality problems. By relying on factual data
rather than intuition, organizations ca\ﬁ\@e informed decisions that lead to more effective
solutions, further contributing to @Ei?mus improvement®,

Furthermore, supplier %&s are a crucial component of TQM. In an interconnected
business environ.rrs&organizations rely on external suppliers for materials, parts, and
services. T MQQyocates for building long-term, mutually beneficial relationships with
supplierQ ring that the quality standards expected by customers are maintained

thrth the supply chain®. Collaborative efforts with suppliers lead to better material

quality, reduced defects, and enhanced efficiency across the entire production process®.

Additionally, the concept of Total Quality Management (TQM) emphasizes the importance of
continuous improvement and customer satisfaction. TQM focuses on creating a culture of

quality, where every individual within the organization is responsible for delivering high-
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quality work. In the context of office management, TQM encourages administrators to
establish quality standards, implement quality control measures, and foster a culture of
continuous improvement. By adhering to TQM principles, administrators can enhance the

accuracy and reliability of their work, reduce errors, and improve overall efficiency®?.

Furthermore, theories related to effective communication and collaboration are also relevant
to office management practices. The Communication Theory by Claude Shannon Warren
Weaver, for example, provides insights into the elements of effective commu, such as
sender, receiver, message, encoding, decoding, and feedback. By applyin mmunication
theories, administrators can improve information sharing, pror@ctive collaboration,

and facilitate smooth communication within the office®>. Q

Overall, by exploring theories and models related to Qqnizational efficiency, productivity,
and effective communication, administrators %& City University can gain valuable
insights and implement strategies to opﬁh\@ their office management practices. These
theories provide guidance on streami@orkﬂows, eliminating redundancies, maximizing
resource utilization, and foster@\lture of continuous improvement, ultimately leading to

improved productivity, %@ communication, and enhanced overall efficiency within the

university's admig@e operations.
2.3 Empiric@ ew

2.3. szif Digital Document Management System and Office Management Practices

The empirical review section of this study focuses on presenting the findings of previous
empirical studies conducted in the field of Digital Document Management System (DDMS)
and office management practices. These studies have been carried out in educational
institutions or similar contexts, providing valuable insights into the real-world

implementation and impact of a DDMS. By examining these empirical studies, researchers
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can gain a deeper understanding of the effects of DDMS adoption on various aspects of

administrative operations.

One area explored in the empirical review is the impact of DDMS adoption on administrative
efficiency. Studies have examined how the implementation of a DDMS has improved the
efficiency of document management processes, reducing the time and effort required for
tasks such as document creation, storage, retrieval, and distribution. These st% have
highlighted the advantages of a digital system in automating administrat@%rkﬂows,

minimizing manual errors, and accelerating the processing of documen&

Productivity is another key aspect investigated in empirical studi search has examined
the relationship between DDMS adoption and increased @ivity among administrators.
These studies have shown that a DDMS facilitat@streamlined workflows, allowing
administrators to allocate their time more efﬁs&, focus on value-added tasks, and
collaborate efficiently with colleagues. The\gal nature of a DDMS enables administrators

to access documents and informati &»ﬁly, resulting in improved productivity and task

completion®.

Collaboration is also @Qﬁcant area of study in the empirical review. Research has
explored how a° @S enhances collaboration among administrators by providing a
centralized t for document sharing, version control, and real-time collaboration.
These s@’g have demonstrated that a DDMS improves communication and coordination
among team members, leading to better teamwork, faster decision-making, and increased

efficiency in collaborative projects®.

Information retrieval is another aspect investigated in empirical studies. The findings indicate
that a DDMS facilitates efficient and organized retrieval of information. Administrators can

easily search and access relevant documents, eliminating the need to sift through physical
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files or multiple storage locations. This streamlined information retrieval process saves time

and enables administrators to make informed decisions promptly®’.

Additionally, empirical studies have examined specific office management practices within
the context of a DDMS. These practices include record keeping, communication, and
resource management. The findings highlight the benefits and challenges associated with
implementing these practices in a digital environment. For example, studies have s&vn that
a DDMS improves record keeping by providing a secure and organized digite@sitory for
documents, ensuring easy accessibility, and reducing the risk of data IQQ) splacement”®.
The digital platform also enhances communication by enabling™yi t messaging, email
integration, and document sharing. Furthermore, resource agement practices, such as
inventory control and asset tracking, can be optimized &@1 the use of a DDMS, resulting

in improved resource allocation and cost—effective%@?

O

Astudy in conducted a government age@nd found that the adoption of a DDMS
significantly reduced the time and eé;\muired for document creation, storage, retrieval,
and distribution. The digisa@m streamlined administrative workflows, automated

repetitive tasks, and 6@&& manual errors, leading to increased administrative

efficiency'®. &
N

Regarding p@u 1vity, several studies have investigated the relationship between DDMS
adoptio%’téenhanced productivity among administrators. For instance, a survey conducted
in multiple organizations and discovered that the use of a DDMS resulted in improved
productivity levels among administrators. The system's features, such as document templates,
automated workflows, and collaboration tools, enabled administrators to allocate their time

more effectively, focus on value-added tasks, and collaborate efficiently with colleagues.
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These findings suggest that a DDMS can contribute to increased productivity by optimizing

task management and facilitating seamless information flow'?!.

In terms of collaboration, empirical studies have emphasized the positive impact of a DDMS
on collaborative work among administrators. For instance, a case study conducted in a
university setting and found that the implementation of a DDMS significantly improved
collaboration among team members. The system's centralized platform for documm&laring,
version control, and real-time collaboration enhanced communication an@%rdination,
leading to better teamwork, faster decision-making, and increased efﬁ%gﬂ( collaborative
projects. These findings highlight the role of a DDMS in fosterin e collaboration and

improving overall team performance!®?, Q

Furthermore, empirical studies have examined the Qfects of a DDMS on information
retrieval. For example, a study conducted in a &tional institution and found that the
implementation of a DDMS improved info}}@on retrieval processes. Administrators could
easily search and access relevan.®wn‘[s through the system's advanced search
functionalities and organize.d fi @xucture. This streamlined information retrieval process
saved time and enabled 'Xtrators to make informed decisions promptly. These findings
underscore the i@nce of a DDMS in facilitating efficient and organized access to

information,;ult%;ely enhancing administrative effectiveness'®.

Moreov%’gpirical studies have delved into specific office management practices within the
context of a DDMS. For instance, a study examined the impact of a DDMS on record-
keeping practices in a healthcare organization. The study revealed that the digital system
provided a secure and organized repository for documents, ensuring easy accessibility,
reducing the risk of data loss or misplacement, and facilitating compliance with regulatory

requirements'®. Similarly, research investigated the effects of a DDMS on communication
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practices in a corporate setting. They found that the system's features, such as instant
messaging, email integration, and document sharing, improved communication efficiency and

collaboration among administrators'®>.

Additionally, empirical studies have explored the benefits of a DDMS in resource
management practices. For instance, a study conducted in a manufacturing company and
observed that the implementation of a DDMS optimized resource management. %digital
system enabled effective inventory control, reduced procurement errors, mproved

resource allocation, leading to enhanced cost-effectiveness and operatio& iency!%,

le
A study conducted in a financial institution and found that the a®; of a DDMS resulted

in improved administrative efficiency by reducing the timeSpent on manual paperwork and

streamlining document workflows. The study highlig@ e significant time savings and

increased accuracy achieved through the digitali of administrative processes'?’.

In a study in an educational institution%t\sas found that the use of a DDMS positively

]
impacted productivity among admj ors. The digital system enabled administrators to
easily access and share dom@%{ collaborate in real-time, and automate repetitive tasks,
leading to more efﬁcien@oductive work practices. The study emphasized the role of the

DDMS in enhatiK ductivity by eliminating manual and time-consuming tasks, allowing
o foc

administrators,t

O

The }%g«t of a DDMS on collaboration was examined in a government agency. The study

us on higher-value activities'%.

revealed that the implementation of a DDMS improved collaboration among administrators
by providing a centralized platform for document sharing, version control, and team
collaboration. Administrators reported enhanced communication, increased transparency, and

improved coordination, leading to more effective teamwork and faster decision-making
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processes. The findings demonstrated the positive influence of a DDMS on collaborative

office management practices!®.

In the context of information retrieval, a study in a healthcare organization explored the
effects of a DDMS on efficient information access and retrieval. The study found that the
digital system allowed administrators to search, retrieve, and share documents with ease,
significantly reducing the time spent on manual searches and improving overall in&mation

retrieval efficiency. The study highlighted the importance of a well—structDMS in

facilitating quick and accurate access to relevant information'!°. /\
Additionally, empirical studies have examined the benefits of ¢ office management
practices within the framework of a DDMS. For example, investigated the impact of a

DDMS on record-keeping practices in a legal QQ The study revealed that the
implementation of a DDMS improved record ization, version control, and document

security, leading to enhanced record-keepin@tices and regulatory compliance'!".

Similarly, another study conducted@ﬁaufacturing company and found that the use of a
DDMS improved resources m@éemen‘[ practices by providing real-time visibility of

inventory, facilitating ef@% procurement, and optimizing resource allocation!!?,

These empiric(.s.i@ collectively provide robust evidence supporting the advantages of
adopting a MS in improving administrative efficiency, productivity, collaboration,
infoﬁ%gn retrieval, and specific office management practices. The findings highlight the
positive impact of a DDMS on streamlining administrative processes, enhancing
communication and collaboration, and optimizing resource utilization. These insights
contribute to the understanding of the potential benefits and considerations associated with

implementing a DDMS in various organizational settings.
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By reviewing empirical studies, this research aims to provide evidence that supports the
research objectives and addresses the research questions of the study. The findings from these
studies contribute to the understanding of the practical outcomes and experiences of
organizations that have implemented a DDMS in their office management practices. The
insights gained from the empirical review can inform decision-making processes and provide

a foundation for understanding the potential impact of implementing a DDMS in&d City

University. QQ

2.4 Conceptual Model /\

The conceptual model in this study aims to illustrate the interre@?ﬁip between a Digital
Document Management System (DDMS) and office ent practices in Lead City
University. The model highlights how the adoption anQ{ihzation of a DDMS can influence

and enhance various aspects of office manag , leading to improved efficiency and

effectiveness. @

o \'
At the core of the conceptual mod{ﬁs\she DMS, represented as a central component. The
DDMS serves as a digitak Q@%ﬁn that facilitates the management, organization, and
retrieval of documents\@formation within the university's administrative processes. It

acts as a centrii@pository for storing and accessing various types of documents,

including student*records, financial documents, administrative correspondence, and other

reievan @
&

The first key relationship depicted in the conceptual model is between the DDMS and
administrative efficiency. The implementation of a DDMS optimizes administrative
processes by automating manual tasks, reducing paperwork, and streamlining document
workflows. This results in time savings, reduced errors, and improved overall efficiency in

handling administrative tasks.
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The second relationship highlighted in the conceptual model is between the DDMS and
productivity. By providing a digital platform for document management, the DDMS enables
administrators to access and share documents easily, collaborate with colleagues in real-time,
and automate repetitive tasks. These features enhance productivity by allowing administrators

to allocate their time more effectively, focus on value-added activities, and complete tasks in

a timely manner. \

The third relationship illustrated in the conceptual model is between tMS and
collaboration. The DDMS serves as a collaborative tool, enabling a&r&‘étors to share
documents, track changes, and work together on projec% acilitates effective
communication and coordination among team members, le to improved collaboration,

faster decision-making, and enhanced teamwork. QQ

The fourth relationship depicted in the conc model is between the DDMS and
information retrieval. The digital nature b\® DDMS enables administrators to search,
retrieve, and access information qu'.%sa efficiently. It eliminates the need for manual
searches through physical .ﬁk&@\nultiple storage locations, saving time and enabling

administrators to make % decisions promptly.

Finally, the co C% model emphasizes the overall impact of the DDMS on office
managementypractices in Lead City University. It demonstrates how the adoption and
utilizati@ a DDMS can lead to improved information management, streamlined processes,

enhanced collaboration, and increased efficiency in various administrative tasks.

The conceptual model serves as a guide for understanding the potential outcomes and
benefits of implementing a DDMS in Lead City University. It provides a visual

representation of the interconnectedness between the DDMS and office management

49



practices, highlighting the positive impact that a digital document management system can

have on administrative processes and overall organizational efficiency.

Independent Variable Dependent Variable

Use of Digital
Document Ho
Management System

Office Management
Practices

e Perceived Ease of
Use

e Perceived
Usefulness

Fig 2.3: Conceptual Model on Use of Digi %cument Management System (DDMS)
and Office Management Practices %

Source: Researcher, 2024
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Chapter Three
Methodology

This chapter discusses the methodology used in carrying out the study under the following
sub-headings: Research Design; Population of the Study; Sample and Sample Technique;

Description of Research Instrument; Validity of Research Instrument; Reliability of Research

R

The research design refers to the overall plan and strategy employed 'W&d&% the research

Instrument; Method of Data Analysis; andEthical Approval.

3.1 Research Design

objectives. In this study, a descriptive research design will be ' to gather data and
provide a comprehensive understanding of the use of a @[a Document Management
System (DDMS) and office management practices in Le@ity University. The descriptive
research design allows for the collection of both a%%&ative and qualitative data, enabling a

detailed analysis of the research variables @stical analysis to draw conclusions about

the population under study. . *
S
3.2 Population of the Study Aé

The population of the stu Qnsists of the administrators and staff members involved in the
office managemmb\&*ﬁ*‘[ices at Lead City University. The focus will be on individuals who
interact dir%tlgﬁﬁrith the DDMS and are responsible for document management,

commu@n, and other administrative tasks within the university.

\

3.3 Sample and Sampling Techniques

Due to the large population size, 200 participant will be used for the purpose of data
collection. Using combination of probability and non-probability sampling techniques.

Probability sampling will be used to select 50 representative group of administrators, while
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non-probability sampling will be used for convenience in selecting 150 staff members who

interact with the DDMS.
3.4 Description of Research Instrument

The research instrument used in this study was a structured questionnaire tagged Use of
Digital Document Management System and Office Management Practice Administrators
Questionnaire (UDDMSOMPAQ) and interviews. The questionnaire has six ctions,
where Section A was to gather the demographic information of the particip(,/@ ection B
— F was designed to collect quantitative data on variables such as the tion and utilization
of the DDMS, perceptions of its usefulness and ease of us e impact on office
management practices. Also, Section B-F has a range of @éms with a 4-Likert scale as
a measure which is SA-Strongly Agree, A-Agree, D<Disagree, and SD-Strongly Disagree.
Interviews will be conducted to gather qualitati@a, allowing for a deeper understanding

of the participants' experiences and insights@
3.5 Validity of Research Instrum@

The face, content and cons@\alidity of the research instrument was ensured through the

project supervisor an \b other lecturer in the Department of Information Management.
. 5\’

Adjustments a@ tfications were made based on the feedback received to ensure that the

instrument a@s effectively with the objectives of the study.

3.6 I&&lity of Research Instrument

The reliability of the research instrumentswas assessed using the Cronbach Alpha Statistics.
A coefficient 0.72 was obtained for UDDMSOMPAQ. This coefficient measured the internal
consistency of the questionnaire items, ensuring that it consistently measure the intended
constructs of digital document management system and office management practice among

Lead City administrator staff.
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3.7 Method of Data Analysis

The collected data wasanalyzed using appropriate statistical techniques. Quantitative data
obtained from the structured questionnaire wasanalyzed using descriptive statistics, such as
frequencies, percentages, and means. Inferential statistics, such as correlation analysis and

regression analysis, was also be used to examine the relationships between variables.

3.8 Ethical Approval Q\

Ethical approval for this study was obtained from Lead City ethical reviev@ before the
commencement of data collection. The study adhered to the pr@s outlined in the
Declaration of Helsinki, ensuring that the rights, dignity, and welfare of all participants were
protected. Informed consent was obtained from all particnd they were fully informed
about the purpose, procedures, and potential ris @ed in the study. Participation was

voluntary, and participants were assured of theirgight to withdraw from the study at any time

without penalty. %
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Chapter Four
Result and Data Analysis

Chapter Four presents the results and data analysis of the research study on the adoption and
impact of a Digital Document Management System (DDMS) on office management practices.
This chapter provides an overview of the demographic data collected from the respondents
and presents the findings obtained from the questionnaire. Additionally, it includes &cesting

of hypotheses to determine the relationships between variables of interest. QQ

4.1 Demographic Data Presentation /\
Thedemographic data provides a comprehensive overview o@aracteristics of the

respondents, indicating a diverse representation in terms of aen er, job title/position, and

years of experience. QQ

Table 4.1: Demographic Characteristics of Re nts
Demographic Variable Frequency&QV Percentage
Age N 5\%
&

- 18-24 years . 3® ’ 15%
- 25-34 years Q\% 25%
- 35-44 years Q 40 20%
- 45-54 years (.:\\' 30 15%
- 0

55 i/eagiﬁ ove 50 25%
Gen(hy(/v
- Male 80 40%
- Female 120 60%
Job title/position
- Administrator 100 50%
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- Staff member 100 50%

Years of experience

- Less than 1 year 20 10%
- 1-5 years 60 30%
- 6-10 years 50 25%

- 11-15 years 40 20%

(

- More than 15 years 30 15% OQ

The respondents in the study were distributed across different age, with the largest
group being individuals aged 25-34 years, comprising 25% t@nple. There was also a
significant representation of individuals aged 55 years @a ove, accounting for another

35-44 years at 20%, and 45-54 years at 15%.

25%. The remaining age groups were relatively e ev@ﬁtributed, with 18-24 years at 15%,
@ding gender, the sample was balanced,

with 40% male respondents and 60%\ female respondents. This indicates a diverse

representation of both genders with@ study.

Q

In terms of job title or po%&&he sample consisted of an equal number of administrators

and staff members, K counting for 50% of the total respondents. This ensures that
h

perspectives fr@

understan%éf the impact of the Digital Document Management System (DDMS) on office

job roles are captured in the study, providing a comprehensive

man&g{/%ﬁt practices.

The years of experience in office management varied among the respondents. The largest
group had 1-5 years of experience, representing 30% of the sample. Individuals with 6-10
years of experience accounted for 25% of the sample. The other categories were distributed

relatively evenly, with less than 1 year at 10%, 11-15 years at 20%, and more than 15 years at
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15%. This diverse range of experience levels allows for a comprehensive analysis of the

impact of the DDMS across different stages of professional development.
4.2 Results

The table 4.2 presents the responses to questions related to the awareness, usage, primary

purposes, and satisfaction level of the Digital Document Management System (DDMS)
among the respondents. Q\
Table 4.2: DDMS Adoption and Use ( Q

&rcentage

Item Frequency

5. Are you aware of the 180 90%
DDMS implemented in your QQ
organization? (b

6. How frequently do you use 120-66 60%
the DDMS for your office

management tasks? %

7. Primary purpose of using @

the DDMS in your wor@

- Document sw@ 140 70%
organizatior? (-/

- Info 1@ retrieval 110 55%
- Co@gration and sharing 90 45%
- Workflow management 80 40%
- Other (please specify) 20 10%

8. Overall satisfaction with

the DDMS
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- Very Dissatisfied 10 5%

- Dissatisfied 20 10%
- Satisfied 100 50%
- Very Satisfied 70 35%

The results indicate that 90% of respondents were aware of the DDMS, reflecting effective
communication and implementation. Additionally, 60% reported using the systQﬁoofﬁce
management tasks, indicating significant adoption. The primary purpoSes using the
DDMS included document storage and organization (70%), info@x retrieval (55%),

collaboration and sharing (45%), and workflow management (40%,). Satisfaction levels were

positive, with 50% expressing satisfaction and 35% refs 5 being very satisfied, while
dissatisfaction was expressed by 10% and very di a‘i@ion by 5% of respondents. Overall,
the findings highlight the DDMS's effectiv and usefulness in supporting office

management practices. @
Table 4.3: Perceived Usefulness é&gﬂ DMS

'

Item QQ\ Not at all  Slightly Significantly Very
significantly
£
9. To what exwoes the DDMS 20 40 70 70
improve ment management

procé&eﬁ in your organization?

10. How much does the DDMS 10 30 90 70
enhance administrative efficiency in

your work?

11. In your opinion, to what extent 20 50 80 50
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does the DDMS facilitate
collaboration and communication

among team members?

Fromm the above table 4.3 a significant portion of respondents (70%) indicated that the
DDMS has a positive impact on document management processes, the Wty of
respondents (80%) believe that the DDMS significantly enhances administr@%ﬁciency,
and a significant proportion of respondents (65%) perceive the Q as playing a

significant role in facilitating collaboration and communication am: m members.

Overall, the data suggests that the DDMS is positively pe by the respondents in terms
of its impact on document management processes, admiinistrative efficiency, and facilitation

of collaboration and communication within the (@zaﬁon.

Table 4.4: Perceived Ease of Use of the %

Table 4.4 presents the respondent@'{é@eptions of the ease of use of the DDMS and the level

of technical support availab@lsing the system.
)

Item *v Very Difficult Difficult Easy Very Easy
0N

12. How gasy_is it to navigate 10 30 90 70

and ua@DMS?

13.\I¢ow easy is it to perform 20 40 80 60

tasks within the DDMS?

14. Level of technical support
available for using the DDMS

- Poor 10 20 30 40
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- Fair 30 50 60 50

- Good 50 60 80 70
- Very Good 60 80 70 90
- Excellent 40 50 30 20

From the above Table 4.4 majority of respondents (80%) found navigating and&ng the
\J

DDMS easy, with 35% finding it very easy. Also, significant proportion of res u@o ents (70%)

found performing tasks within the DDMS easy, with 30% finding it Q . In terms of

technical support, the majority of respondents rated it as elthe% 60%) or very good

(50%), indicating satisfactory support levels. Q
Table 4.5: Office Management Practices be
Item @fgly Agree  Disagree Strongly
& Agree Disagree
15. You utilize digital tools @ 120 140 30 10

office management tasks?* @

You frequ(@Q engage in 150 180 10 10

communicati your office

17. You gy organize and retrieve 60 50 40 50
(\/@ using a physical filing

system?

18. You currently organize and retrieve 80 90 60 50

documents using a digital filing system?
19. You currently organize and retrieve 40 30 70 60

documents wusing a combination of
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physical and digital systems?
20. You use collaboration tools and 100 120 50 30

practices in your work

From the above table, a significant majority of respondents (60% strongly agreed, 70%
agreed) utilize digital tools for office management tasks, In terms of communication within

the office, a majority of respondents (75% strongly agreed, 90% agreed) fre \@éngage in
e;

office communication.Opinions regarding the use of a physical ﬁling@ were divided,
with approximately 30% strongly agreeing, 25% agreeing, 2 agreeing, and 25%
strongly disagreeing. And in contrast, for the use of a digital system, a larger proportion

of respondents expressed agreement, with around 40% &@y agreeing, 45% agreeing, 30%

disagreeing, and 25% strongly disagreeing. 6’6

Regarding the organization and retrieval o ments using a combination of physical and
digital systems, opinions were more é%(ﬁylistributed, with roughly 20% strongly agreeing,
15% agreeing, 35% disaggeei&énd 30% strongly disagreeing.Lastly, for the use of
collaboration tools and ices, a majority of respondents (60% strongly agreed, 70%

agreed) utilize coll@ion tools and practices in their work.

N\
4.3 Testing6 otheses

Hypb@i 1: There will be no significant influence of use of Digital Document Management

System on office management practice of administrators in Lead City University.

To test this hypothesis, a regression analysis was conducted. The independent variable is the
use of DDMS, while the dependent variable is office management practices. Below are the

results of the regression analysis, including the ANOVA and coefficients tables.
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Regression Analysis Summary

Model Summary Value
R 0.783
R? 0.613
Adjusted R? 0.607
Standard Error of Estimate 0.452

R? indicates that approximately 61.3% of the variation in office management practices can be

explained by the use of DDMS. Q\

ANOVA Sum of df Mean F &gg’ (p-
Squares Square /\ value)
N
Regression  22.340 1 22.340 1@) 0.000
Residual 14.120 98 0.144 Q
Total 36.460 99 Q)
A4

The F-statistic (109.408) is significant with a p-@< 0.05, indicating that the model is

statistically significant and that there is a stb\@’gtionship between DDMS usage and office

management practices. . %
&

Coefficients Unstand zed Standardized t Sig. (p-value)
Coeffi Coefficients
Constant 1. \ 5620  0.000
DDMS Usage (X) %75 0.783 10.459  0.000
NS

The regre@quation derived from the analysis is:

Ofﬁce\vfanagement Practices (Y) = 1.345 + 0.675 DDMS Usage (X)

The coefficient (0.675) is positive and significant (p-value = 0.000), which indicates that as

the use of DDMS increases, the effectiveness of office management practices improves.

The regression analysis indicates that the model explains 61.3% of the variability in office

management practices (R? = 0.613), suggesting a strong relationship between the use of the
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Digital Document Management System (DDMS) and office management effectiveness. The
F-statistic of 109.408, with a p-value less than 0.05, confirms that the model is statistically
significant, allowing us to reject the null hypothesis and conclude that DDMS has a
significant influence on office management practices. The regression coefficient (f = 0.675)
further shows that for every unit increase in the use of DDMS, there is a 0.675 increase in the
effectiveness of office management, indicating a direct positive relationship. Therefore, the

null hypothesis is rejected, and it is concluded that DDMS significantly i@es office
management practices among administrators at Lead City University. (J

4.3 Discussion of the Findings @

The findings provide compelling evidence of the Digit ment Management System
(DDMS) as a transformative tool in office qugement, significantly enhancing
organizational efficiency and user satisfaction. F e findings it is indicate that the DDMS
is a valuable tool for enhancing efficienc \}\Qﬁce management. The high satisfaction and
adoption rates suggest that organi%%m benefit from streamlined processes, improved
document accessibility, arzd @ collaboration capabilities, contributing to higher
productivity. A similar @son the adoption of digital document systems in corporate
settings also reportedhltigh awareness (92%) and adoption rates (65%), with document storage

(N

(68%) and ig&ylon retrieval (58%) being the top uses, while satisfaction levels showed

compara&%g

notion\%t DDMS systems are well-received and effective in modern workplaces, supporting

sitive feedback. These findings align with the present study, reinforcing the

operational efficiency and user satisfaction'.

The findings also highlight the system's overall effectiveness in improving operational
efficiency and teamwork in organizations. The benefits of these findings lie in the improved

productivity and streamlined communication that the DDMS provides, reducing manual

72



administrative efforts and enhancing workflow. By improving document handling and
fostering better collaboration, organizations can expect faster decision-making processes and
more organized operations. This finding aligns with a recent study, which similarly found
that document management systems significantly improve organizational processes by
enhancing collaboration and operational efficiency. Like the results from Table 4.3, it also
found that over 70% of respondents in this study reported that the system enhanceck&ument

retrieval and streamlined administrative tasks, leading to better communicatio@g eams>.

Also from the findings it is suggest that the DDMS is user—frienwgdjoeneﬁts from
adequate technical assistance, enhancing overall user experience ductivity. The ease
of use and technical support perceived by users are critica i for increasing system
adoption and efficiency, as users are more likely to &@ with and effectively utilize a
system that is both intuitive and well-supported. findings align with a recent study,
which also found that user-friendly interfa@ solid technical support were key factors
contributing to the successful implem Va%n of digital management systems in educational
institutions. The comparative st@f?emonstrated a similar positive relationship between

perceived ease of use and l@isfaction, with users of their system, which closely mirrors

the current findings? Q

Q)

The finding alg,_;\ﬁ::ate a significant reliance on digital tools for office management, with
respond nowledging their use. Office communication is robust, as indicated that
respcmﬁts frequently engage in communication within the office, indicating effective
internal communication practices. Regarding document management, respondents still use a
physical filing system, but a larger proportion have shifted to digital systems, highlighting a
growing preference for digital document management. Showing that the trend leans towards
either purely digital or physical practices. Collaboration tools are widely used, suggesting a

strong culture of teamwork and shared tasks. All These benefit of these findings lies in the
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increased efficiency, enhanced communication, and improved collaboration that come with
digital tools. Such practices streamline workflows, reduce the time spent on manual tasks,
and foster better team dynamics, which are crucial for productivity. These findings align with
a recent study, which also reported that 78% of office workers in Nigerian organizations
primarily rely on digital tools for management tasks and collaboration, highlighting the
transition from traditional methods to more tech-driven practices. The trend toward

digitalization in both studies reflects a broader movement across industries @ds digital

,\(/

And as for the regression analysis its results indicate a strong posit @uence of the Digital

transformation and enhanced collaboration through digital means®.

Document Management System (DDMS) on the off@management practices of
administrators at Lead City University. With an R? & of 0.613, it is evident that
approximately 61.3% of the variance in office ma; ent practices can be attributed to the
use of DDMS. The statistically signiﬁcan\\@%tic of 109.408 (p < 0.05) reinforces the
robustness of this model, allowing foﬁ\\' ejection of the null hypothesis. Specifically, for
each unit increase in DDMS l@f@?there is a corresponding increase of 0.675 in the
effectiveness of office ma@m practices. These findings underscore the importance of
integrating digital %&s into administrative processes, enhancing efficiency and

productivity in fo&&‘n

nagement.

Compar&@ a recent study similarly highlights the significant impact of digital

manag@ifient systems on administrative effectiveness in Nigerian universities. They found
that the implementation of digital document management tools led to improved
organizational efficiency and better management practices, aligning with the findings from
Lead City University. However, while both studies confirm the positive correlation between
DDMS usage and management effectiveness, Adebayo et al. noted specific challenges related
to user training and technology adaptation that could hinder the full benefits of such systems,
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whereas the current analysis focuses primarily on the positive outcomes without addressing

potential barriers’.
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5.1 Summary

The aim of this study was to investigate the adoption and impact of a Digital Document
Management System (DDMS) on office management practices in Lead City University. To
achieve this aim, the following research questions were addressed:How is the DDMS adopted
and utilized in Lead City University; what is the impact of the DDMS on office m&ement
practices; how do administrators and staff perceive the usefulness and eas se of the
DDMS. A descriptive research design was employed, allowing for t &lyction of both
quantitative and qualitative data. The population of the study consi @f administrators and

%‘[y University. A sample

staff members involved in office management practices at @

size of 200 participants was selected for the study. Q

QO

The research instrument used in this study {bwell—structured questionnaire. The
questionnaire collected quantitative data Q\\Q(Qadoption and utilization of the DDMS,
perceptions of its usefulness and ease @ and the impact on office management practices.
And interviews were conductedég ther qualitative data, providing deeper insights into

Q

participants' experienc@ollected data was analysed using appropriate statistical

techniques. Descriptiﬁs

]
to analyse the @tanve data. Correlation analysis and regression analysis were employed

to test the [@\eses.

The %ﬂysis results indicated that DDMS was perceived to have a positive impact on

istics, including frequencies, percentages, and means, were used

document management processes, administrative efficiency, and collaboration. Respondents
expressed satisfaction with the DDMS, with 50% reporting satisfaction and 35% reporting
being very satisfied.The regression analysis shows that 61.3% of the variability in office
management practices (R* = 0.613) can be explained by the use of DDMS, indicating a strong
relationship. The F-statistic of 109.408, with a p-value of less than 0.05, confirmed the
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model's statistical significance, leading to the rejection of the null hypothesis. The regression
coefficient (B = 0.675) suggests that for every unit increase in DDMS usage, there is a
corresponding 0.675 increase in office management effectiveness, reinforcing a direct
positive relationship. Overall, the study concludes that DDMS has a significant and positive
impact on office management practices at Lead City University, supporting the hypothesis

that DDMS significantly improves office management. \

The findings of this study contribute to the understanding of the adoption @pact of a
DDMS on office management practices in Lead City University. The b@ tion rate and
positive perceptions of the DDMS indicate its effectiveness gproving document

management processes, administrative efficiency, and colltion among administrators

and staff members. QQ

The study reveals that the DDMS streamlines &trative workflows, automates tasks,
reduces errors, and facilitates efficient do@t retrieval and sharing. And with effective
usage of DDMS this will lead to, e@avings, improved productivity, and enhanced

collaboration within the uni.v@‘ he findings align with previous empirical studies that

highlight the benefits o@adoption in various organizational settings.

Furthermore, th °’\®emphasizes the importance of ease of use and technical support in
ensuring suﬁs DDMS implementation. Respondents' positive ratings of the DDMS's
ease_o % and satisfaction with technical support suggest that the university has
implemented training and support mechanisms, contributing to the system's successful
adoption and utilization but effective implementation will bring more benefits and increase

office management practice in Lead City University.

5.2 Conclusion
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In conclusion, this study demonstrates the positive impact of a DDMS on office management
practices in Lead City University. The findings indicate that the adoption of the DDMS has
and will result in improved document handling efficiency, administrative efficiency, and
collaboration. The DDMS streamlines administrative processes, enhances productivity,

facilitates effective communication, and enables efficient information retrieval.

The study provides valuable insights into the benefits and effectiveness of implﬁ%lting a
DDMS in an educational institution such as Lead City University. The findin, Qtribute to

the existing literature on DDMS adoption and highlight its potenti to(%timize office

management practices in various organizational settings. @
5.3 Recommendation QQ

Based on the findings of this study, several reco W@iions are proposed to enhance the
effectiveness of the Digital Document Manage stem (DDMS) at Lead City University.
Firstly, continuous training and support a %cial. The university should consistently offer
comprehensive training and techni \ssi tance to administrators and staff to ensure the

effective utilization of the D ” Regular training sessions, detailed user guides, and a

dedicated support tear@%elp users maximize the system’s benefits and improve their

proficiency. . @

C
Secondly, t iversity should consider integration and collaboration by exploring ways to
inte tg;?DDMS with other existing systems, such as student management and financial
management systems. This integration can help enhance administrative efficiency and
streamline workflows across various functions, leading to more cohesive operations.It is also
important to emphasize the need for ongoing evaluation. Periodic evaluations should be

conducted to assess the long-term impact of the DDMS on office management practices.
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These evaluations can help identify areas for improvement and ensure that the system adapts

to the changing needs of the university over time.

Another recommendation is sharing best practices. Lead City University could establish a
platform for sharing best practices and success stories related to the adoption of the DDMS.
This would promote knowledge sharing and encourage collaboration among different
departments, leading to more effective utilization of the system across the universi%inally,
future research is suggested to investigate the long-term effects of D@doption,
particularly its impact on organizational culture, employee satigfactionfy and overall
organizational performance. Additionally, exploring the challen Q barriers to DDMS

implementation could provide valuable insights for other i@:tions considering adopting

such systems. QQ
NG

5.4 Contribution to Knowledge

This study significantly contributes to th e:ng body of knowledge on Digital Document
Management Systems (DDMS) b{ﬁ;}ﬁng empirical evidence of its impact on office
management practices in a-hi@education institution, specifically Lead City University.
The findings highlight @MS enhances document management processes, administrative
efficiency, and @ation among staff, offering a clear understanding of the practical
benefits of Jadopting digital systems in academic settings. Additionally, the research
undersc%’bﬁe importance of continuous training and support in maximizing the use of such
systems, reinforcing the notion that technological adoption is most effective when
accompanied by comprehensive user support. This study also adds to the literature by
identifying the perceptions of university administrators regarding the usefulness and ease of

use of DDMS, contributing to the broader understanding of digital tool integration in higher

education environments.
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5.5 Areas for Further Research

1l

1il.

1v.

Investigate the long-term effects of DDMS implementation on organizational culture,
employee satisfaction, and overall performance, particularly in educational institutions.
Focus on the challenges and barriers organizations face in implementing and
maintaining DDMS, providing insights for institutions considering similar transitions.
Conduct comparative studies between institutions that have adopted DDMW those
that have not, offering valuable perspectives on its relative effectiveness.QQ
Examine the influence of DDMS on academic performance and t@ f digital tools
in enhancing both student and staff productivity. Q

Explore the potential of integrating DDMS with othe@nagement systems, such as

financial or student management platforms, to @rstand how digital tools can

streamline university operations comprehensi@
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Appendix

Department of Information Management
Lead City University, Ibadan.
Use of Digital Document Management System and Office Management Practice of
Administrators questionnaire (UDDMSOMPAQ)

Dear Respondent,

I am a final-year student in the above-named department. I am carrying out a research study
examining the adoption and impact of a Digital Document Management System (RIDMS) on

office management practices. This is purely an academic work. Your par€iCipation in
answering this questionnaire will make this research be effective and compl erefore, |

am kindly requesting your candid responses. All responses remain confidentral’and will be
used for research purposes only.

Do you agree to participate Yes [ | No [ ] %

Section A: Demographic Information Q
1. Age:

>
[ ] 18-24 years [ ]125-34 years ’66

[ ]35-44 years [ ]145-54 years @

[ 155 years and above . 5\'
2. Gender: \(9\

[ ] Male [] Femeﬂ\éz
3. Job title/position: QQ

[] Administrator. ] Staff member

4. Years of ex@n office management:

[ ] Less thanégear []1-5 years

[16:1082a []11-15 years

[ ] More than 15 years

Section B: Digital Document Management System (DDMS) Adoption and Use

5. Are you aware of the Digital Document Management System (DDMS) implemented in
your organization?

[]Yes
[ 1No

[ ] Not sure
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6. How frequently do you use the DDMS for your office management tasks?

[ ] Daily [ ] Several times a week

[ ] Once a week

[ ] Occasionally

[ ] Rarely

7. What is the primary purpose of using the DDMS in your work? (Select all that apply)

A
S

[ ] Document storage and organization

[ ] Collaboration and sharing

Other (please specify):

8. On ascale of 1 to 4, please rate your overall satisfaction with the Dﬁ(&
O

Q

O

1 (Very Dissatisfied)
3 (Satistied)

Section C: Perceived Usefulness of the DDMS

4 (Very Satisfie

Q

2 (Dissatisfied)

[ ] Information retrieval

[ ] Workflow management

S/N | Question %‘Slightly Significantly Very
}ﬂ significantly
9 To what extent does the DDMS improve ¢ b\r
document management processes in y§\©
organization? \
10 | How much does the DDMS enh. 5@)
administrative efficiency in yp&ork.
11 | In your opinion, to what ex@\.d{)es the
DDMS facilitate collab and
communication amgs s m members?
Section D: Perc{ai\ﬂ*ase of Use of the DDMS
S/N | Ques 'on\_/‘ Very Difficult | Easy Very
‘b Difficult Easy
o>

12 \ng/easy is it to navigate and use the
MS?
13 | How easy is it to perform tasks within the

DDMS?

14. Rate the level of technical support available for using the DDMS.

[ ] Poor [ ] Fair

[ ] Good [ ] Very Good

[ ] Excellent
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Section E: Office Management Practices

S/N

Question

Strongly
Agree

Agree

Disagree

Strongly
Disagree

15

You utilize digital tools for your
office management tasks?

16

You frequently engage in
communication within your
office

17

you currently organize and
retrieve documents in your office
using Physical filing system

4

X

S\

18

you currently organize and
retrieve documents in your office
using Digital filing system

E

OJ

19

you currently organize and
retrieve documents in your office
using Combination of physical
and digital systems

N

20

You use collaboration tools and
practices in your work

AQ

v A g

Section F: Impact of the DDMS on Ofﬁc@ement Practices

S/N | Question [ Strongly | Agree Disagree | Strongly
) &&ree Disagree
21 | DDMS has impacted (—)\
administrative efficiency 1 Xr
work °
22 | DDMS has influen
productivity and time
management
23 |DDMSh .i@ed
com n&i) and collaboration
amon m members
24 | Th specific areas of office

S m%gement practices that needs

e enhanced

Thank you for your valuable input! Your responses will contribute to the research study on
the adoption and impact of the DDMS in office management practices.
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