
Digital files take 1/10th the time to manage as paper files.
MANAGING PAPER VS. DIGITAL RECORDS

Carl is also a Records Coordinator and works 
at New School where they’ve implemented an 

Electronic Records Management System 
(ERMS) that has converted paper records to 

digital records.

June works at Old School and she 
manages paper records as the 
District’s Records Coordinator. 

June spends hours in the dark and dirty file 
room searching through boxes of records to 

locate the correct file, then has to copy 
or scan it and send via email.
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Carl logs on to his ERMS, searches the 
archive student’s name, locates the record 

within seconds and shares the record 
through a secure link via email.

1-2 hours 2 minutes

Adding New Documents to Folder

Waiting on Records Coordinator vs. Direct Access

Internal Access of Records

June spends 7 days every month making 
paper copies of all the evaluation forms, 

then manually adds to each student’s file. 

June has a 3rd grade teacher submit 
a record request for a student’s past 

test score. The request is added to a long 
list of requests June already has from 

other teachers and district leaders. It could 
be days or weeks before June is able 

to fulfill this request.   

Carl receives his evaluation forms 
electronically and simply “drags and drops” 

the documents into his ERMS for easy, 
consistent filing in minutes. 

Carl’s ERMS is set up with controlled access 
down to individual documents, allowing 

teachers and staff in his district to view the 
files they have privileges for immediately, 

and avoiding a bottleneck. 

Possible Delay No Delay

ERMS

June orders her yearly supply of boxes, 
spends part of her summer packing and 
delivering the active student records to 
their new campus and drives the now 

archive files to a storage facility. 

June spends part of her summer months 
auditing each paper file to ensure every 
student record is complete and includes 

the right documents and they’re in 
the right folder. 

Carl spends NO time moving student records 
to a new campus, because his ERMS 
automatically matriculates students 
by working with his current Student 

Information System.

Days Automatic

Carl’s ERMS automatically files each 
document in the correct student’s file the 
exact same way every time. Once the file 

structure is determined, all folders are 
organized the same, every time. 

This makes locating documents a breeze. 
Zero time spent on file organization. 
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The facts: paper records vs. time.

Start saving time today, visit yellowfolder.com. 

An office administrator spends, on average, 
51 minutes per day looking for paper 

documents or files, which is over four hours 
per week. And only 15% of their time is spent 

using the information they are looking for.1

On average, school office employees 
spend around 40% of their time managing 

non-business critical documents.2

An employee can spend over 
2 hours per day producing, storing 
or sharing files and documents.3

The average time to manually copy 
or fax a document (record) is 8 minutes.

And 37% of photocopies made 
are unnecessary.4

School office employees can waste up 
to two hours a day looking for misplaced 

paperwork – at total of 500 hours
 (62.5 days) per year.

That is about half a school year. 5

When searching for paper based 
documents, half of the time, their 

search ends in failure.6

Old School wastes too much time
managing paper records. 

1. Source: http://www.giraffebuilder.com/blog/2016/3/25/why-you-should-digitize-your-old-files. 2. Source: http://www.aiim.org/pdfdocuments/37388.pdf. 
3. Source: http://simplyorderly.com/surprising-statistics/  4. Source: http://community.aiim.org/blogs/rui-oliveira/2010/05/25/10-fast-facts-about-document-management. 
5. Source: http://www.azfile.com/Info-Portal/Facts-About-Document-Management/  6. Source: http://www.azfile.com/Info-Portal/Facts-About-Document-Management/
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June and Carl both receive a record request for a past student from 1978.

File Room Search vs. Electronic Search

Record Retrieval and Sharing

Printing and Filing vs. Drag and Drop

Boxing and Moving vs. Automatic

Matriculation

Inconsistent Structure vs. Consistent Structure

File Organization

Hours Automatic

Days Hours


