
M-FILES FOR 
HUMAN RESOURCES

Because people are the most important asset



We initially selected M-Files based on their ability to help us cut 
down on our paper consumption, but we soon discovered that 
the system had powerful capabilities that also enabled us to 
streamline business processes and boost employee productivity 
by eliminating paper-intensive processes across our organization. 

Mike Hardy, Accounting Director, Orion Associates
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THE INEFFICIENCIES OF INFORMATION CHAOS
Roughly 30 - 50% of the working day is spent on controlling data uncertainty and tracking down 
information.*

Employee records, contracts of employment, payroll information and learning requirements barely scratch 
the surface when it comes to the plethora of information managed by HR, often in both paper and digital 
form. 

Information chaos is detrimental to HR departments. They might have paper employee records and 
contracts stored in a filing cabinet; use an HR system to manage employee issues and absence requests; 
an intranet for managing job applications; and network drives for managing general documents. With 
e-mail and other company-wide applications such as CRM, ERP and document management systems also 
thrown in to the mix, the result is typically a plethora of information silos with little or no communication 
between them. 

THE HIGH COST OF UNINTELLIGENT DOCUMENT 
MANAGEMENT
In the U.S., poor data quality costs $3.1 trillion yearly.*

Bad data results in an average of 12% losses in a company’s overall revenue.*

Managing information with legacy systems inevitably leads to valuable time being wasted searching for 
documents and information. This is often compounded by the proliferation of multiple versions of the same 
file, which results in errors and repeated work. HR teams simply cannot operate at maximum efficiency 
without the ability to easily access, process and share information that resides in these multiple locations 
while ensuring that confidential information remains protected.  In order onboard employees efficiently 
and maintain compliance, it is vital for HR departments to facilitate smooth information management 
operations and ensure consistent workflows. Overall, empowering the HR team to quickly and easily locate 
the exact content they need enables them to be more efficient while improving collaboration with the rest 
of the organization.
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Centralized and Accessible Data
No matter where your employee data is, M-Files can find it and display it in context. M-Files 
centralizes data that is scattered in places like network drives, SharePoint, and even email 
inboxes, offering companies 360° visibility and instant access from anywhere (offline 
or mobile).

Automatic and Quick Processing 
Manual work adds hours if not days to processes and results in human error. Using features 
like templates, workflows, e-signing capabilities and automatic notifications, M-Files can 
automate and facilitate processes like onboarding, training management, HR policy publishing, 
employee contract management, and retention and disposition. 

Onboarding & Training Facilitation
M-Files serves as a centralized platform for managing all the processes and paperwork of 
onboarding and training. Through workflows, views, notifications, and assignment features, HR 
management can help new employees get productive faster.

Easy Collaboration
Workflows, version control, audit trailing, and co-authoring capabilities ensure that teams can 
easily collaborate with each other. 
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WHY DO IT YOURSELF WHEN M-FILES CAN DO IT 
FOR YOU
HR Document Management - The M-Files Way

Automatic and Effortless Security
Dynamic permissions ensure that confidential or sensitive information does not fall into the 
wrong hands with little to no manual work.

The task assignment and automatic notification capabilities in M-Files have 
enabled us to streamline our human resources and benefits management 
processes.For instance, certain benefits are available to an individual after they 
have been employed with us for a specific duration, and we’ve set up automatic 
notifications for our HR staff in M-Files to ensure that benefits are provided to a 
new employee at the appropriate time.
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Increased Quality and Decreased Risk
Documentation visibility and traceability is a critical success factor companies. 
Organizations that manage their information with legacy systems subject themselves 

to serious risks. The number of documents generated, stored, and processed is not getting any 
smaller. This coupled with the increasing regulations heighten the demand for intelligent information 
management. M-Files embodies the latest information management technology that ensures 
consistency, mitigates risk, and increases quality.

WHY HUMAN RESOURCE DEPARTMENTS LOVE M-FILES

Enhanced Operational Efficiency
M-Files ensures that people do not work for their information, rather their information 
works for them. When HR departments use a lot of time and energy controlling 

documents and processing information, efficiency decreases. M-Files automatically controls data 
which allows HR teams to use their effort for things that matter more, like onboarding employees. 
This sort of intelligent information management increases operational efficiency, which enables staff 
to do more valuable work with their time.

Flexibility and Ease of Use
When it comes to a new system, project implementation and user adoption are key 
concerns for many companies. M-Files mitigates these concerns with its flexible, but easy-

to-use platform. With migration tools, project implementation is quick and easy. Also, since M-Files is 
not application-specific, it can work for various business concerns. Lastly, the platform also offers easy 
integration capabilities with other common HR applications like Workday, PeopleSoft, and others.
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Today we can process a file four times faster than in the past. We now 
work more comfortably as we can delegate more easily than before. 

Cécile Cappeau, SRSI
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CIMSgts is provider of document management, workflow, and scanning software and solutions.
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