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The School

Founded in 1924 by the Loreto Sisters, Loreto Mandeville Hall is a Catholic girls’ school of

920 students, from Pre-school to Year 12. The mansion of Mandeville Hall was originally built

by a wealthy settler in 1867 and extensively remodelled in 1877 to become an impressive luxury
residence. In current times, the school uses the mansion, the stables and other more recent buildings
for classrooms and office space.

As an independent (non-government) school, Loreto Mandeville Hall allocates significant internal resources
for marketing and fundraising as well as maintaining a tightly run finance department and enrolment service.
The 13 non-teaching personnel in Loreto’s Business Office who perform these functions handle a great deal of
data, and in the case of the marketing personnel, many image files, PowerPoint slides, pdfs and videos.
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Identifying the Need

In late 2001 it became clear to lan James, Director of
Business Operations and Geraldine llott, Finance and
Administration Manager at Loreto, that the school’s Business
Office needed a document sharing solution to become more
efficient. “We were spending too much time searching for
documents and requesting documents from each other that
were not readily-accessible,” explained Geraldine.

“Our directory structure, originally designed to ensure that
the school’s finance documents were confidential, had
become cumbersome. Files were stored on various local
drives with restricted access and it was difficult to track
which version was the latest.”

This multitude of separate directories caused difficulties.

For example, if a Business Office staff member took leave,
their colleagues had to contact the IT administrator to access
documents stored on that person’s local drive. Because of
unfamiliarity with these personal directories, it was often
time-consuming and difficult to locate the correct file.

Geraldine realised Loreto needed an easy-to-use program that
would allow the Business Office to store, share and access
files — without the assistance of their IT administrator. She
wanted a document management system that would allow
simple, fast access to information while providing a secured
area for confidential documents.

The Solution

“| was introduced to DocuShare by our Fuji Xerox account
manager. During the course of the conversation he became
aware of our document access issues and suggested that
DocuShare could overcome our problems,” said Geraldine.

Fuji Xerox DocuShare lets individuals and groups capture,
manage and share documents and multi-media content via
the Internet or Intranet. With DocuShare, electronic files of
every type can be uploaded and made instantly accessible
using Web technologies and a browser. Staff can only work
from the latest document version, which eliminates
confusion about document status.

DocuShare can be used to manage Microsoft Office documents
such as Word and Excel, scanned images, video and graphics
files, emails, executables and applications. An easy search
engine allows authorised staff to find documents quickly.
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Offering multiple levels of security to protect content from
unauthorised access or modification, DocuShare provides its
own permission controls and supports Secure Socket Layer
(SSL) encryption. DocuShare can also be integrated with
Microsoft Active Directory or LDAP database to enforce the
organisations mandated security policies.

Since DocuShare became operational, the Loreto Business
Office has uploaded nearly 1000 current document titles to
the system, a process that also helped remove duplicate and
old versions of documents from use.

DocuShare quickly gained popularity with the Business
Office staff who can now easily share documents and
information with each other. Since people can only work
from current versions of documents, document control has
been greatly improved as well.

Results and Benefits

“We used to be frustrated by the amount of time it took to
locate the information we needed. Now our time is used more
efficiently as we have a central repository for all of our data,
from the databases used by the development staff to the
graphics files needed by marketing, which makes it easy to find
the information that we need. Reviewing, clearing and deleting
old documents is also a lot easier with the new system.

“Importantly, this centralisation and easy access has not
compromised security. DocuShare’s security allows only
authorised users to access confidential documents. The school
has a large amount of confidential information ranging from
names and addresses to financial data. In addition to general
security reasons, it's also important for personal privacy that
this information is securely stored. DocuShare gives us the
necessary high level of security while still allowing easy
management of documents,” explained Geraldine.

The set-up and planning for the new document management
system was thorough and the Business Office carefully
considered the best way to organise its existing information

in the new system. “Once the planning stage was complete,
DocuShare was very easy to learn. If you know how to use a
browser, then you'll be able to use DocuShare,” said Geraldine.

Loreto Mandeville Hall has been a long-time customer of
Fuji Xerox, and has had a Xerox Document Centre for more
than 10 years.
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