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Course Overview

EDMS User Essentials and Controlled Documents Training Course is a five-day course for staff beginning to
use or support an electronic document management system who leave with an EDMS User Control Guide.
Participants practice correct capture, metadata entry, search, version recognition, permissions, workflow
actions, audit awareness, and lifecycle handoffs. The course replaces uncertain file handling with repeatable
user checks and escalation records. EDMS user essentials are taught by Agile Leaders Training Center.

Who Should Attend

• Operational functions responsible for creating and submitting electronic documents
• Administrative functions responsible for filing, finding, and sharing controlled content
• Quality functions responsible for checking current approved versions
• Team-support functions responsible for workflow tasks and exception escalation
• New system-support functions responsible for assisting everyday users

The course assumes participants use workplace documents and leaves out EDMS configuration, software
administration, infrastructure recovery, and archival preservation design.

Departments and Industries

The course supports everyday EDMS use across document-intensive departments and sectors.

• Corporate administration and shared services
• Engineering, construction, and energy teams
• Healthcare and social-service providers
• Education and research organizations
• Finance, quality, and professional services

Learning Objectives

By the end of this course, participants will be able to:

• Analyze document states, ownership, and required user actions
• Apply capture, naming, classification, and metadata rules
• Use search filters and retrieval checks to find approved content
• Compare drafts, versions, permissions, and approval status
• Diagnose workflow, access, and audit-trail exceptions
• Build an EDMS User Control Guide



Course Agenda

Day 1: EDMS User Foundations

• EDMS User Journey Map
• Document and Record Recognition Guide
• Controlled Document Status Model
• User Role and Responsibility Card
• Document Handling Risk Checklist

Day 2: Capture and Metadata Use

• Document Intake Decision Checklist
• File Naming Practice Standard
• Classification Selection Guide
• Metadata Entry Quality Sheet
• Duplicate Submission Prevention Check

Day 3: Search, Versions, and Permissions

• Search Filter Selection Method
• Approved Document Verification Checklist
• Version History Reading Guide
• Check-In and Check-Out User Steps
• Access Permission Escalation Form

Day 4: Workflows and Lifecycle Handoffs

• Approval Task Action Guide
• Workflow Status Tracking Register
• Rejected Document Correction Log
• Audit Trail Awareness Checklist
• Retention and Disposition Handoff Form

Day 5: EDMS User Practice

• Capture and Metadata Entry Exercise
• Search and Approved-Version Exercise
• Permission and Workflow Simulation
• Audit Event and Lifecycle Handoff Exercise
• Capstone EDMS User Control Guide



Practical Exercises

The course uses suggested activities based on user scenarios from engineering, healthcare, education, and
professional services.

• Suggested activity: capture a document and complete its required metadata
• Suggested activity: find and verify an approved version using search evidence
• Suggested activity: process an approval task and record an exception
• Suggested activity: identify an audit event and prepare a lifecycle handoff

FAQs

Who does the EDMS User Essentials and Controlled Documents Training Course suit?

The course suits staff beginning to create, capture, find, review, approve, or support controlled electronic
documents and assumes basic workplace document experience.

How do EDMS user essentials differ from EDMS configuration training?

EDMS user essentials teach correct actions within an established system, while configuration training
teaches specialists how to design and test system settings.

How can an EDMS user identify the approved document version?

An EDMS user should check the document status, version identifier, approval record, publication location,
effective state, and any withdrawal or replacement notice.

What should an EDMS user do when access is denied?

An EDMS user should confirm the required document and business need, capture the access message, avoid
alternate uncontrolled copies, and send an access request through the defined escalation route.

Why does metadata quality matter to EDMS users?

Metadata quality makes documents classifiable, searchable, traceable, and available to the correct users
while supporting workflow routing and lifecycle actions.

Conclusion

Participants take back an EDMS User Control Guide connecting document states, capture, metadata, search,
versions, permissions, workflows, audit awareness, and lifecycle handoffs. The guide replaces improvised
file handling with repeatable checks and escalation records. It helps users select approved content,
complete system tasks, and preserve evidence of their actions.
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