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Abstract

Over the past three decades, the volume as well as theetse nature ofinformation
has increased exponentially This is both an opportunity and a threat. The
opportunity is that information enables us to make decisions smarter, faster, and to
trade it even as it was a commodity. The threat is that without arpper system to
store information, it becomes difficult, or even impossible to utilize the needed
information. If information is irretrievable, all the effort used for storing it becomes
wasted time.At the same timebusiness processes are being influencda the nature
of the work, tools being used and an information flow betweendifferent
stakeholders.All thesefactors haveforced companies to seek efficient, reliable and
cost-effective means to organize, manage, share, adigposedigital information in

a logical fashion, and in a way that it can be accessed by employees in any location,
time or information communications technology that is being used

This thesisaddresses the importance of file managemenimethods, best practices
and technologiesto classify information in the business context The theoretical

framework provides a basic understanding of file management operating
parameters, such as how information can belassified andlabelled for the users to

access and retrieve data more quickly anthore conveniently, and what is the role

of human and systems in tht process. he possible implications of the file

management froma business perspectiveare also examined,such as employee
performance and productivity .

The empirical researchinvestigated existing file management practices im case
company.The overall aimwas to provide recommendations as to how to improve
existing file management practices from the current statdDescriptive researchwas
used toexamining the current state and maturity of thefile management The results
received from the survey indicate that the current folders and files used by the
employees in thecase companyare disorganized and poorly managed. There are no
standardized practices b manage filesi.e. how they should be classified, named, or
shared with relevant stakeholders Furthermore, working conditions and work
deviceshascausel additional challengesin terms of accessing filedHaving multiple
systems to store information, tgether with a lack of clear rules and guidelines
regarding the file managementA AOEOEOEAOh EO ET OAOZAAOET C
to perform and focus on work task.

Although the empirical researchwas specificto the case companyhoth the research
results and the theoretical framework support the fact that investing in weH
designedinformation classification approaches andsystemscan result in greater
productivity and process efficiency. Thus, impacting complT EAOS8 1T OAOAIT I
reach its business objectives.
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1 Introduction

The transformation of an industrial society into an information society haghanged
business processesgspeciallythe ways work tasks are being performed Work is
done independently and/or remotely by utilizing different technologies and
systems. Thus, emloyees currently must managea higher and more complex
amount of information and understand interdependencies between data contents
(Lindén, 2015). An industry report, titled "Dealing with Document Deluge and
Danger", estimates that more than2.5 trillion PDFs are created annually, anthat
this number will continue to grow and multiply in the future (BPI Network and Foxit,
2016). These factors have forced companie® seek efficient, reliable and cost
effective meansto organize, manage share, and dispose digital information in a
logical fashion andin away that it can beaccessedoy employees in any location,

time or information communications technology (ICT) that is being used.

There is no business without information. In orderfor the employees toperform at

their best, which is also directlylinked to business successhey must be able to find
information easily. Most importantly they need to be able to trustitO4 EA EECE A
I £ 117 0 AET AE hngCDEdpcH|inditatesingt lehployees use nearly 15

25% of their working time for finding documents fromtheir AT | DAT U8 O ET A&l C
databases and thatonly half ofthosesearches are successfuaé cited inSmallwood,

2013, p.79). Poor taxonomies and lack of common procedures tassify content
complicates tracking and protecting documents. It also increases the risk of
duplications. All the above carlead to a low level of employee performanceand
difficulties to follow laws, rules andregulationsrelated to information management.
4EOOh EiI PAAOGET ¢ AT I DA thek OusinessoBjediivés] AAE] E

Business practitioners suggest that file management practices can mitigate the
challenges mentioned above. Therefore, this thesis aims to explore maredetails
the importance of file managementits methods, best practices and technologies in
the business context The empirical research will focus on investigating existindjle

managementpractices in a case company. The overall aim of thigesisis to provide



Mariel Saretsdo

recommendations how to improve the existing file managementpractices from the

current state.

1.1 Business context

The @ase company in the research has requested to stay anonymous, thus it will be
referred as Case Company X (hereafter CCX)CX is a local entity, part ofa
multinational corporation, with a focus on providing innovative solutionsin the
medical and health industry.Although, it has its own staffand business functions

such as marketing, sales, and medicalCX is part ofa Nordic cluster. Thus many
business activities, including'T services are shared across the Nordicountries. All

the country business units (CBY) in the Nordics, share a collective file management
system calledFile Explorer which is an applicationaB AOO 1 £ 7ET AT x08
system(hereafter OS) that can be used tonanage files and folders. All files are being
saved and stored in a shared drivealled AShare, in which each CBU have their own
parent and subfolders targeted specifically to their use. New Technology File System
(hereafter NTFS) permissions are being uskto grant access rights to each parent

or sub folder separately. In general, each employee has at least access righthéo
functions in relation to the country-specific folders that they operate at For
instance, employees working in sales he accesst OEAEO AT O1 O0OUd O
folder. Employees also havéhe possibility to use OneDrive to store filesbut it is

only intended for personal file storage Meaning, theCCX does not hav®neDrive

for Business.

Operating parameters such asfile management systems belong to the IT
department whereas the actual file management practices, i.e. organizing and
managing information from the beginning of its creation to disposals each CB&
responsibility. There are no standardizedfile management practices in place, which
has caused many challenges in terms of controlling, managing, tracking and
protecting files in both repositories, File Explorer and OneDrive. Although, there is
a common need across the CBUSs, this thesis Wdcus on investigating the current

state of thefile managementin the CCX.
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1.2 Research questions

This thesis addresses the importance of file management, methods, best practices
and technologies,and aim to provide recommendations as to how to improve
existing file management practices from the current state in the CCX. Although the
research is specific to CCX, this thesis aims to provide frameworks that could be
utilized by other CBUs as well. Tehis end, the current thesis aims to answer the

following questions:

1 RQL: How can information be classified, and what is the role of systems
and users in the process?

This question aims to provide a basic understanding dile managementoperating

parameters, such asiow information can be organized, labééd and classifiedfor

the users to access and retrieve datanore quickly and more conveniently. Alsq it

aims to investigate the possible implicationsof the file managementfrom system,

user, and business perspectivesuch ashow information can be classified where

the organized information will be stored and who uses the information.

1 RQ2: How is file management linked to business practic es?

This question aims to provideexamples of how the frameworks in the RQ1 are
linked to file management practices in the business contextand what are the
possible implications, such as employe@erformance. The empirical research will
focus on investigating existingile managementpractices in the CCXThe overall aim
is to provide further improvement recommendations towards sustainable file
managementpractices which canbe done by firstunderstanding the current state
and maturity of the file management practices in the CCXhiE will be done bya
survey in which the questions will be formulated based m the theoretical

framework and sent to the whole staff inthe CCX

1.3 Context and erminology

Within the scope of information sciences there are many different definitions used

to describeinformation stored in OSssuch asdocument, file, content, and record.
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Each term has its own definition and methods to manage them. There are also
different OSsdepending on theinformation that is being processed or tool that is
being used. In fact, the world of information management is filled with technical
acronyms, such as ECMS (Enterprise Content Management System), DMS
(Document Management System), CMS (Content Management System), and FMS
(File Management System). It is critical to have a general comprehension of how
these systems differ when choosing, for example, titA OO0 OUOOAI &I O
However, there are many similarities in the wayinformation is managed and how

the systems function. From a holistic perspective, they all aim to aid and streamline
the information management processes. Many theories are thewk applicable
when elaborating on information in any format or in any system (Lindén, 2015;
Smallwood, 2013)

To ease the reading process, the teri@lled @ile managemenf(hereafter FM) and
@le management systend(hereafter FMS)will be used throughout the work (see
Figure 1 for the outline of the thesis) The concepts and theories presented in the
literature review are applicable to digital files and folders in common computing

environments, which is the scope of the thesis.

Figure 1 Outline of the Thesis structure

Chapter 1: Introduction

Chapter 2: Theoretical Framework

Chapter 3: Research Methodology

Chapter 4: Findings and Data Analysis

Chapter 5: Discussion

Chapter 6: Future Research
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2 FileManagement

Throughout the history, in every culture, in every era,the two following questions
have remainedthe same i) which medium to useto collect or record information,
and ii) which location to store the collected information.Over the past three
decades, the volume as well as the diverse nature offormation has increased
exponentially. This is both an opportunity and a threat. (Kipngetich, 2014.) The
opportunity is that information enables us tomake decisionssmarter, faster, and to

trade it even as it was acommaodity (Lindén, 2015). The threat is that without a
proper systemto store information, it becomes difficult, or even impossible toutilize

the needed information.If information is irretrievable, all the effort usedfor storing

it becomes wasted timgLindén, 2015, M-Files, 2019.

According toan online encyclopediaReference 2019): (File management is thart

of storing, naming, sorting and handling computer files. It is the process of maintaining
folders, documents and multimedia into categories and subcategories as desired by a
usem In other words, FM seeks toorganize, label and classifyinformation in the
computer so that a user can access and retrieve dataore quickly and more
conveniently. To ensure quality, safety and efficiencyn the process different
protocols should be taken into consideration For instance concepts and principles
related to information managementfrom creation to preservation, are described in
the certificate ISO 15489(International Standard Organization2016). Although the
focus is on reords, approaches and standardsare very much applicable to files.
Most importantly, this highlights the importance of managing information on a
global scale Many companies utilize this as a competitive advantage. For instance,
M- Files (2019) uses ISO certificate as a proof that their systemnaliable in terms

of managing files systematically yet safely.

Various tools and systems have been developed tooseé and manageelectronical

files. A file management system Hereafter FMS) is an application that is used to

store, arrange, and accessomputer files stored on a disk or other storage location.

For examplg File Exploreris abuilt-in file managementapplicationET 7 ET AT x 06

(Moran, 2016.) FMS isan enabler that can fulfill the needs and requirements of the
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user across the etire lifecycle of a file. Therefore FMS does notonly provide a
functionality to store files and folders but also a collection of functions that can be
performed with files. According toStallings (2012, p524), the typical requirements

and functions of theFMSfrom a user perspective are the following:

1 Create: The lifecycle of a new file begins with the creation or receipt of a
document that does not exist in the file system. During the production, all the
necessary and desired information is added to the file.

1 Store: Created file or folder isbeing positioned within the structures of files.
1 Open and use: An existing file is being opened and user can perform
functions dependingonaZ£E1 A8 O AAAAOO AT 1 0011 OAOGOOE
write. ®eadiis the process in which the user can access the contenteofile
whereas @rite Gallows user to add newinformation to opened file. Once user is
done using the file, itis being closed until it is being opened again. File size
change in case user has done modifications to it. File can also be moved

(relocated) or copied to another folder. Usecan also include the following
action

1 Share: file or folder can be distributed to other usersfor instance, as an email
attachment or an URL link to the locations of the filealso known asfile path).

1 Archive and dispose: Once a file has reachethe end of its lifecycle, the file
should be either dsposed(deleted permanently) or archived accordingly (e.qg.
to separate location)

Mokhtar (2017, p. 1), however, argues that in general various tools have been
designed by IT professionalsand implemented by organizations with little
understanding of the FM principles. IT professionals tend to focus onsystem
functionalities and infrastructure while excluding FM aspectsAs mentioned, there
is a great number of FMSsolutions availade on the market, and the distinction
between them may be difficult tounderstand. It is not surprising that systemsare
usually the starting point for companies when they wish to establish or develop
their FM processegCadence Group, 2006 However, systems alone are not enough
to guarantee improved FM practices. Even thesystemoriented perspective in the
information sciencesaddresses the role ofuser. FMis a combination of a human
and technology Thus the needs of knowledge workers and their commitmenand
motivation to utilize systems as part of their workshould also be ddressedin the

framework (Aujirapongpanin et al, 2010).
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The following sections aim to understand howinformation can be organizedand
categorized and what is the role ofsystems and users in the processLastly, the

business implicationsof FMwill be discussed.

2.1 Organizingousinesdnformation

Classification isone of thekey foundational elementsof FMO) O EO A EI 1 EO
and activity for an information-related organization to organize and manage

ET &£ Of ACET 1T &O0I i OEA AACHMdkAEar, 2017, p9)BOO A O
other words, classificationis used toorganizeinformation and facilitate its retrieval

in a systematic way Taxonomy is a system of describing an object (Arthur, 2005

that canexist in different forms (e.qg. lists, trees, hierarchies, system mapgArthur,

2005; Reinout, 2008; Smallwood, 2013). Classification and taxonomy are both
methods used to organize and categorize information in a consistent way without

the need to analyze each piece of information separatelyThe fundamental
difference between the concepts, is that taxonomies describe relationsh{maps)

between objects while classification group objects that are alike (Reinout, 2008]jo

put it simply, taxonomy is the science and practice otlassification. Universally

known example of ataxonomy classification could bethe presentation of animal

kingdom. In the taxonomy animals are organized into smaller and smaller groups.

The animal species aréefined according to their relationship with the other species

in the hierarchy.

In the context of FM classification is oneof the most fundamentalactivities when
organizing files andconstructing taxonomies It can be used as a process asystem

of grouping similar contents together that are being placed into a visual hierarchical
presentation (taxonomy). Meaning that files are displayed and organized
hierarchically in FMS Furthermore, according to Smallwood (2013, p. 81)
O4A@T 11T EAO AOA OEA EAAOO 1T &£ OEA OI1 OO0EI
Sam Goldmana business data scientistalso shares this idea by stating that:

O0) 1 OAGOET ¢ ET AT 1T OAT O 1 AT AcC Aiithhit deatinga A OA

taxonomy as part of the process, companies could find themselves saddled with-a next

10
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to-useless solution...Put &nother way, a company's taxonomy is the skeleton from

which all content hangé(as cited inCadence Group, 2006).

FromtheOOA 006 DAOOPAAOEOAh OEA DOODPI OA 1 £
behavior. It helps users to navigate and find information in a logical and familiar
way, even if they are not sure what they are lookinfpr. As Smallwood (2013, p82)
states: O bod taxonomy design makes it easier and more comfortable for users to
browse topics and drill down into more narrow searches to find the documents and
OAAT OAO @&niebtiored #xdndrdies can exist in different formsbut they

all have one thing in common, which is visualization of the information. Abstract
data, that is being classified and presented visuallyallows users to make
discoveries, decisions, and explanations based on the internal structure and/or
causal elationships in it (Smallwood, 2013, p.83-84). For instance, a file name
called @ertificatedstored in a folder called@ducationdcommunicates to the user that
this certificate is most likely related to learning rather than it being for example a
product certificate. Navigation is a graphical interface, a part of OS, that illustrates
objects and their relationship to other objects sually (e.qg. files and folders)Parts

of OSare examinedfurther in section2.4.

2.2 Building a taxonomy

The most underlying aim of the taxonomy structure is that it is easy to use lilge
end-users (Arthur, 2005). Therefore, huilding a taxonomy from scratch or
improving existing, requires a carefulplanning. Arthur (2005) suggest to start with

a piece of paper and to think questionssuch aswhat the purpose of the taxonomy
is and who are the users and their need$Smallwood (2013, p.96-97) supports this
view and recommends to involve userssuch assubject matter experts, testers and
stakeholders to the project at the very early phase since their knowledge can be
used to gain better understanding of how each business unit function drinteract.
Theoperating parametersneedsalsoto be consideredz i.e. where will the taxonomy
be applied. OSshave different technical components and functionswhich will be

furtherly presented in section 2.4.

11
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According to 7 AT Ch # EAOT A OstudyA(2087), eldsdifitabo® schemes
strengthen the structure of the taxonomy and reduces time and effort in the
development process.However, there is no single answer to questionswho is
responsible or what is the best method to classify informationClassification in the
business context usually includes managers from key business units. IT and legal
units are also closely involved since one of theationales of FM is to comply wth
standards and legislations (Smallwood, 2013.kach employee shouldalso have a
basic knowledge aboutclassification since they are very much involved in the

process {.e.end users create and search files cedaily basis).

There aredifferent options available for the taxonomy building processthey can be
built from the scratch either manually (Arthur, 2005) or by utilizing current
technologies(Mokhtar, 2017). There are also prebuilt taxonomy templatsavailable
on the market. Prebult taxonomies can constitute industry specific best practices
and therefore allow faster start and implementation than developing a taxonomy
from a scratch. However, if the prebuilt taxonomy does not fit well, tailang it
AAAT OAET ¢ O1 A @ émiufdtekidd lonbeh thak Guilding one from
scratch. (Smallwood, 2013, p. 88.) System generated taxonaes on the other hand
utilizes metadata from existing files All the files include metadata, that are
descriptive data fields such asauthor, size of the file, creation date, etc. In this
approach, dl the files with similar data fields are grouped together Human
contribution is also needed in this approach since systeralone cannot assess the
real value of the information and how it is used by theuser (Mokhtar, 2017;
Smallwood, 2013) These factors highlight the fact that there is n@uick or one size
fits alld - solution available. However, the resource investment is worth it.
Implications of organizing information and well-designed taxonomes for

businesses ae furtherly reviewed in the section2.5.

2.3 Classifying information

As stated, classification helps us to organize and make sense of things. People
responsible for classifying objects may, however, face problems since there are

many ways to classify same concepts and/or objects (Bay, 2005). According to

12
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Brooks (2017) there are three typical approachesto classify business contents
subject, organizational and functional. Each type will be shortly explained together

with some limitations.

2.3.1Subject classification

In subject classification, objects are generally arranged iran alphabetical order z
from the broadest subjectsto more precise subjects Yellow Pages, niversally
known, is an example that uses subject classificatiandassification is widely
researched and practiced especially in library science in which subjects are
categorized by using classification scheme@Mokhtar, 2017). The International
Federation of Library Associations and Institutions (IFLA, 2017) recommends
libraries to use subject classifications to arrage books in libraries. Library
classification includes schemes such asDewey Decimal Classificationréferred as
DDC), Universal Decimal Classificatiorrdferred as UDC) and Library of Congress
Classification feferred as LCC). The latter, LCC, ihe most commonly used in
academic libraries across the world. LCC has a subject heading list that contains 21
main subject classes represented with alphabetical letters and titles (sdegure 2
below). Since the subject headings can often cover somewhat broedncepts each
class has its own subclassesalso known assubheadings and subdivisions). They
are used to narrow the subject to a particular aspect. Subject headings are
standardized and officially approved schemes, but the subclasses can be added as
new information emerges. (Library of Congress, 2015.Jo conclude, the focus of
classification is coding and organizing library material z from identifying

similarities between subjects to physically organizing books on shelves.

The purpose and theories of library classification has received some critique In
terms of being retrieval oriented, and therefore the classification may be done from
system application perspective rather than the context of the books. For instance,
Mokhtar (2017) argues that lack of research has impacted the development of
classificati T OUOOAI © T ACAOEOAI U8 - AATEI ¢ OEAO
how fast the object can be found while excluding other relevant classification

principles.

13
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Figure 2 Subject headings in library of congress (Library of Coesg, 2015.)

H - SOCIAL SCIENCES

] -- POLITICAL SCIENCE

K -- LAW

L-- EDUCATION

M -- MUSIC AND BOOKS ON MUSIC

M -- FINE ARTS

P -- LANGUAGE AND LITERATURE

0 -- SCIENCE - WP version - Word version

Subclasses QA Mathematics
Subclasses QB Astronomy
Subclasses QC Physics
o QC1-75 General
o QC81-114 Weights and measures

Subject classificationcan be applied inFM practices, but it is quite limited in use.
Most of the times, lles are not produced on a subject basend a single file can relate
to more than one activity (Kipngetich, 2014). Figuratively speaking, magine a
situation in which the same bookcould simultaneously be on different shelvesAn
example froma business perspective could be a marketingepartment in which a
new logofile for a client A is being produced.All the logos, including this one, are

being stored in afolder called @ient Logosd

Figure 3 Duplication within classification (Arthur, 2005).

Clients Marketing
Client A Corporate identity
Logos
Images Client Logos
Client A
Client B Client B

(T xAOAoOh OEAOA EO Al O1 A &A1 AARAO AAI T AA O
AAT 1T AA O#1 EAT1 008 OEAO AT 1T OAET O All Al EAI
that the logo needs to be saved in both folders, resulting to file duplicatioas

illustrated in Figure 3 above (Arthur, 2005.) Subject classification works well for

14
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short-term purposes that are related to a particular entity, person or project but

should be avoided in general terms (Smallwood 2013, p. 92

2.3.2Organizational @dssification

In an organizational classificationfiles are categoriz&l based on the business units
such asa department or adivision (Smallwood 2013, p. 92) Taxonomy therefore,

reflects the structure ofanorganization. Fromauser perspective, this makes it easy

to decide where to store or find files since thetructure | £0AT | Ei EAO OEA

paper-based filing schemas (Brooks 2017). However, as mentioned business
processes have evolvedubstantially from the past, henceorganization structures
are not as stable as they used to b@ifferent external or internal factors (e.qg.
mergers and acquisitions) can cause changes in organization structurésindén,
2015). This means that thecreated structure must be revised each tine there is an
organizational change Another disadvantage with organizational classification
arises when files are shared or managed among multiple business uni@mallwood

2013, p. 92.)For instance a folder called ©ffersdcan consistof very different files

depending on the business unit (e.g. sales, marketing and HR). The problem usually

arisesduring the storing phase The receiver needs to evaluate wheréo store this
folder called ©ffers8in the structure since another folderwith the exact same name
already exists. Thus, the risk of duplications is highwith this approach as well
(Brooks, 2017).

2.3.3 Functional classification

In a functionalbased approach, files arelassified based on the functions, activities
and transactions carried out by the organizationFurthermore, dassification of the
file is done based on the context rather than the content. Meaning thete file will

be classified according to why it exist (e.g.function) rather than what it is about
(e.g.subject) (Kipngetich, 2014) OO CAT EUAOET 1 60 AOOET AOO
the processin which all the folders in the computer are arranged hierarchicail. As
presented in the Figure 4 below, the highest level represents business function.

Secondevel down constitutes activities performed by that function and all thefiles

15
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created as result of the activity are stored in the lowest level (Smallwood 2013, p.
92.) This approach is widely applied in the contet of FM, especially when creating
afile plan It is an outline that describes every file in the system, the storage location,
rules, such asretention schedule applying to them and a person responsible for
their management. Hence it goes mucfurther than file classification (Kipngetich,
2014.)

Figure 4 lllustration of functional based classification in file directory

* Function
* Activity
* Sub-activity
* Grouping
* File title
* Human Resources
* Recruitment

= Expression of interest
+ 2018
* Application John Doe

Even though this approach is less subjective than a subjesased it is more
enduring than an organizational-based approach. Meaning that functional
classification is better suited for organizational shifts and changes. Organization
structures may change and evolve but the functions and activities performed usually
remain much the same over the timeCreated structure will not; therefore, be
affected when an employee exits the company (Brooks, 2017 functional
classification is also flexible in terms of adding new transactions or activities
(Smallwood 2013, p. 92). Howeverif executed to extremes, the structure can
become overcomplex (Kipngetich 2014). Each businesgsand functions have their
own language (also known as jargon). Meaning that people working e same
function and/or activities are familiar with usedterms,but others may not(Ravitch,
2007). Thus, a newcomer or an employee from a different function may face

challenges finding needed information. Especially, if the folder names contain
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context specific terminology and/or codes, or the structure is based on function
activities that the user has no further knowledge aboutAnother disadvantagewith
functional approach is its inability to handle project or case files and folders. Placing
a project file in the hierarchy may be troulblesome since these files and folders are a
collected, as mentioned,for a certain shortterm purpose related to a particular

entity, person orproject (Smallwood 2013, p92).

As illustrated above, each classification type has its pros and con$here isalsoa
possibility to use a hybrid taxonomyin which two or more approachesare combined
or used in parallel For instance,human resources activities are fairly constantand
therefore a business unit taxonomy could be appliegven thoughthe rest of the

units would use a functional structure(Smallwood 2013, p92).

2.3.4Thesaurus and controlled vocabularies

It is difficult to establish universally recognized schemes. Meaning that usethat

are unfamiliar with the topic may not know the appropriate term when searching

an item. Classification schemesre therefore supported by a thesaurus which is a
controlled vocabulary that shows relationships between terms such as, synonyms
or related/preferred terms (i.e.suggestion or similar terms), and hierarchical terms
(i.e.broader and narrower terms) (Brooks, 2017). These terms are usually displayed

in the index function. In the Yellow Page examplésubject classification), the index
function in the back of the bookwould be a basic thesaurusA person lookingfor a
pastry shopwould most likely begin the search by reviewindetter ®Jpastry). If the
query is unsuccessfu) the user could usean index with preferred terms, in which
OO0AA A1 01T 6 x1 01 A révievd atiRiOB3Dakéry). DAddm@llde,a O
thesaurus helps users to find the searched subject, create new search terms, and
understand the vocabulary of the topic, and possibleiyg suggestions of how to

expand or refine the searchl(ibrary of Congress, 2015.

2.4V systemarchitecture
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One of the considerationsvhen choosinga classification schemes to consideruser
needsand operating parametersz where will the taxonomy be applied.OSshave
different technical components and functios. Since FM seeks tmanage computer
files, the following sections aims tounderstand basic system functionalities
(operating parameters). Typical user actionsrelated to managing files and folders
will also be reviewed. Acording to Stallings (2012, p.524) theseare; create, open

and use, shareachieve anddispose

2.4.10perating system

A computer is a programmable electronic set of resources thabntrols movement,
storage and processing of data (Stallings, 2012, p0). OSis a software that is
OAOPI T OEAT A &£ O | ATACET ¢ OEAOA OAOT OOAAOD
has basic application programs and manages all the communication between the
user and the hardware as illustrated inFigure 5 (Silberschatz Gagne and Galvin,
2018). Hardware and OS walk hand in handhus the hardware defines which OS
user can run and install For instance, Windows and Linux can be installed on
standard PG whereas OS X is designed for Apple systems. It is important to
understand that all devicessuch as smart phone, smart watch, router, and tableik
addition to computers require an OS. As mentioned, applications are typically
created for specific OS sire each OS communicates differently and has specific
program interface. Many applications and programs are however compatible with
multiple OSes (Christensson, 2016While each OS is different, their functions in the
computer systems are the samez providing a graphical user interface and
repository to manage files and foldergMoran, 2015; Stallings, 2012) According to
Stat Counter (2019) themost common desktop OS is Windows with a market share
of around 74%. It is alsoused by theCCX and thereforethe following chapters will

focus on features of the Windows OS.
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Figure 5 Abstract view of the computer component (Silberschatz et al., 2018)
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2.42 File Explorer

File Explorer, also known as Windows Explorerjs a file manager application
program developed by Windows. It has different versions (e.g. Windows 7 and
Windows 10) and it can be installed on multiple brands of hardwar€Christensson,
2016). Each version includes a graphical interface with a desktopahallows users
to manage files and folders. Graphical interface of the File Explorer with the main

parts and functions in Windows 10 are displayed ifrigure 6.
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Figure 6 Parts of a File Explorer window (Moran 2015, p. 2)
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Navigation pane allows the user to choose which location to access. It
displays all the folders, shortcuts to different storage spaces.

Ribbon with a set of tabs labeledBiled Blomed Ghare and &iewdprovides
an access to perform different task or@ammon operations on a selected item.
View may differ depending on the location, file or folder that is being
selected

Address bar displays the path of the user's current location.

Column headings display details that is being that is being displayed ia&h
column. Columns can be modified (e.g. remove or add more informative
details) and the details can be sorted (e.g. date modified)

File and folder listing display all the files and folders in that specific locatian
Search box allows user to search sublders, documents, images, etc. in the
current folder.

Preview/Details pane allows user to preview an item that is being selected
without the need of opening it with a program This isnot a defaultfeature
but can be activated in the®iewdtask bar.

Status bar displays information about the folder such asnumber of files in
the folder.
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As statedthe navigation panedisplays all the folders, shortcuts to different storage
spaces. Roughly categorized, this son has two main parts i) access to folders and
i) storage spacesd EAOA EO Al OT quidk acddséwdienl allowstudertd A A
access most frequently used foldersquickly and conveniently. Windows
automatically pins some folders, but usescan addtheir own shortcuts as well. Older
Windowsdversions have a similar section,but it is called Gavorite s Second section
displays different storage spaces such as external storage devices or network
folders which are briefly explained further in section 2.4.5. The user can choose
preferred location, but some programs will typically use the following default
locations to store files onceafile is beingcreated (Moran, 2015, p5). For example,
files createdwith programs such as Microsoft Word and Microsoft Excelre being
stored to documents, files downloaded from the Internet are being stored to

documents, music to music folder, and so forth.

2.43 Filetypes

There are multiple different definitions to files as well as how they are categorized
in the systems In computer science, a file is a container that holds particular type of
information ; for example, a document, an image, a program or an audio. file
Explorer, files are most commonly categorized with extension, threer four-letter
-letter abbreviation, that signifies the type of file, file format and the attributes
associated with the file Each extensionhas its unique icon, which indicates to the
user and to the OSwhich application can be used with the filg({Computer Hope,
2019). For example, ina text file the extensionGlodSindicates that the file can be
opened with the Word or another compatible gplication program. File Explorer
typically hides the file extensions from the file name view since the system generally
shows in the &pedcolumn what type of files are being displayed (Moran, 2015,

p.13). See figure7 below.
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Figure7 Type column in File Explorer (Moran 2015, p. 14)
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2.44 File names

Files and folders can be nameds preferredbut there areafew limitations with the
characters inthe File Explorer. First, the name itself can contain maximum of 255
characters. Secondly, the complete path to a file cannot be more than 260 characters.
File pathindicates the specific location of the file irthe File Explorer and comprises
the file name plus the names oall the folders and subfolders that leads to i{see
Figure 9). Lastly, the name cannot contain certain characteristicas presented in

Figure 8.

Figure 8 Invalid file name characters (Moran 2015, p. 20)
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The majority of scholars in data management seems to focus on using metadata to
generate file and directory names. File names serve twmportant functions. First,
they enable uniquely to identify a file over time. Second, description eases the
process of recognizing fileand its content to the user(Parker-Wood, 2014, p. 73).
According to Smallwood (2013, p.86) ratadatais a vital part of taxonomies and

should be leveraged in the designing procesi enablesthe user to have multiple
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ways to retrieve information. Most importantly, it reduces time used to find a file
since metadata used in categorizing increases the acaay of the search. So rather
than getting alarge pool of results the user will more likely findthe needed piece of

information more easily whether it is a specificfile or folder.

Naming conventionon the other hand is a systematic method for naming file®©ne
can use dates (e.g. YYYY, MDD), sequential numbers, or versioningd€.g.V1, V2,
V3, etc.).Single files are not in the scope of the study, bitihe nhaming convention
from a user perspective servers two purposes i) it illustrates the file content
without the need to open it and ii) it enables usergo retrieve and filter files. (Antin,

2016.) The =arch box in theFile explorer, for instance,usesfile contents as well as

its namewhen user is searbing for a file (Moran, 2015, p.76).

2.4.5 File storage

A directory is a location usedfor storing files and folders on a computer. All the
folders in the File Explorerare arranged hierarchically, h which the highest level is
aroot folder. The location of an individual file within a directory can be represented
with a directory path as illustrated in the figure 9. This path can be copied and
shared to other users, which allows other users to access the shared folder path
directly from the link. As mentioned,shortcuts to files, folders or programscan be
also be added to the navigation pane which can enhance and cken the

information retrieval process

Figure 9 Example of a directory path and Word document file extension in the File Explorer

(C:\Users\saretsma\Example_Thesis.docx

T B—— — — |
Drive -Parent Directory of saretsma_ | | -Current Directory File ‘ -File extension, |
-Root. -Subdirectory of C:\ -Subdirectory of Users

Folders do not have extensios like files. Technically, they are the visual

representation of a directory and a location to store files Christensson, 2016).
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Folders help users to keep files organized, anditmout the folders all the files would
be stored in one place. Folders also ehke users to have multiple files withthe same
name whereas each file would require a unique file name if they were all stored in
one folder (Computer Hope, 2019)From an information architecture point of view,
one must consider depth and breadth whemesigning taxonomies(i.e.how many
parent and subfolders to have)According toBrooksd  ZAE [261F)ise@ddars in the
information management fields recommends having seven to twelve top level
parent folders with no more than three sub folders below them.Morville and
Rosenfeld (2007) supports this and recommendsbeing even more conservative
when consideringthe depth. If users are forced to click throughtoo many levels to
find the needed information, they willgive up or at the very least, become frustrated.
Similar consideration applies with the breadthas well. Therefore, alding folders to

the File Explorer should be controlled(Morville and Rosenfeld, 2007

Files and folders an be stored in multiple locationsO # 8 O ET OAOT Al OO1 O
labelled as@SBor Qocal Disk Gor @&vindows C8 Windows savesthe main files and
software programs by default to this location. In addition, eachcomputer has a
desktop, into whichthe user cansavefiles and folde's. The common factor to these
locations is that the user can access this locatioreven without the Internet
connection. Despite computer, both laptop and desktop hard drive technology has
evolved, internal storage capacityis still limited. The user can see theamount of
useddisc spacebut controlling it is time consuming.Freeing upmore disc space can
only be doneby cleaning up dispensable datavhereaswith other solutions one may
easily expand the storage sizéi.e.cloud storage) Also, one of the disadvantages
with this type of internal disc storage solution is that information is not secured
properly (e.g. backip function). In case thecomputer gets loststolen or the hard

drive damagesyestoring the files is troublesome. (Moran, 2015)

In addition to internal storage, here are different kinds of external storage solutions
available.Factors such as number of userflexibility, expandability and accessibility
determines which solution to choose.One of the most commonlyound solution in
business settings is a server. According to Christensson (2016) G\ server is a

computer that provides data to other computers. It may serve data to systems on a
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local area network (LAN) or a wide area network (WAN) over the Inter8ebo put it
simply, the server is a computer that shares information with other computes (also
known as clientcomputer). There are different types of serversavailable (i.e.web
servers, mail servers and file servers and depending on the typedifferent devices
can be used to access the file$herefore, different factors need to be congiered
when choosing a server.For instance,the server typedetermines which devicesit
can beaccessedvith ,i.e.accessing-ile explorer located in a server that has Window
OS may be troublesome with an iPadince Apple OS does not fullysupport
applications designed to Windows Also, accessing filesn certain serversrequire
the Internet connection.In addition, information accessto the server should besafe.
Companie®overall objective is to protect the integrity, confidentiality and the
avallability of any information (Sobh and Aly, 2010). In general,the server in the
client computers canbe accesd through a corporated IOcal area network (LAN)
Meaning thatall devices used by the compangre connected tothe same network.
A virtual private network (VPN) is used to secure remote connections to a LANe.
an employeethat needs toaccess server from home)VPNcan be illustrated as a
tunnel in which information can move in a secure manneas illustrated in figure 10
below. Furthermore, it uses security mechanism to prevent unauthorized users
AO0T I AAA A O O HilesCandiehsurBsAHatthéy ©@annot be modified without
detection. (Ismail and Ismail, 2010.)or instance, companies can usaEcess control
in which aperson needs to be identifed with a password before they can access the
VPN and thus access the serveln fact, VPNcan be used tesecurea private access
and connection toall internal applications used by the companyIn other words,the

VPN allows you to work remotely, as if you were at the office.

Figure 10 Sample of VPN technology implementati@ismail and Ismail, 2010)

VPN Concentrator

PC with VPN client

Intermet

T —. Corporate Office
S ——————

Encrypted traffic in VPN tunnel
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There are also multiple cloud storage possibilities, for instanc®neDrive, Dropbox,
and Google DriveOneDrive isa cloud file hosting servicedeveloped byMicrosoft
that allows users ta i) access and edit files with all type of devices) protect files
in the cloud;iii) share files with others; andiv) conveniently organize and find used
files. (Moran, 2015; Microsoft,2019.). OneDrive is a default applicatiorintegrated
into Windows OS Furthermore, there are different OneDrive alternatives available
depending oncertain factors, such asnumber of users and purpose of the usage.
Meaning that companiescan, for instance,purchase OneDrive Businesshat has
functions designed to supportbusinessprocesses whereas thelefault OneDrivein
Microsoft solution, also known as consumer basic modelis only for personal use

Hence, it is limited in wider ue (Microsoft, 2019).

In general, saving and accessing files fall into one of twategories online-only and

available offline. The anline-only refers to files that exist in cloud storagesThus,
accessing filesrequires the Internet connection. Files and folders located online

only do not take disc space from the computeFiles and folders can also be made
available offline. Typically, this function can be controlled. For instanceyser can
manually choose which files and foldersan be accessed offline whout the Internet
connection. Done changes are updatedalso known as sync funtion) once
connected tothe Internet8 4 EEO 1 AOOAO T POEIT T h EIT xAOAO
(Moran, 2015, p.93).

2.4.6 Fileusage and ecess rights

As Sobh and Aly (2010) statedcompaniesdoverall objective is to protect the
integrity, confidentiality and the availability of any information. For instance a New
Technology File Systen{NTFS)is anotherway to reach such objectivelt serves two
important functions. First, it allows companiesto share permissions to drives and
folders located inthe Windowsonetwork (seeFigure 11). Permissions, such as read,
write and execute,can be set for individual files and foldersand theyare being

granted on an individual level (i.e.tied to Windows username).
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A scond advantage oNTFS isthat it includes features to improvereliability . For
example it includes fault tolerance, which automatically repairs hard drive errors
without displaying error messagesNTFS can also be used to trattard drive errors

with a detailed transaction log Thus, it can be used toprevent hard disk failuresin

the future (Christensson, 2008) In business settings, permission rights are

generally managed by adminigators or folder (directory) owners (e.g. manager of
the department). Permissions can either be given orequested (Moran, 2015;

Smallwood, 2013).

Figure 11 Example of a permission and ownership view in File Explorer
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2.5 FMand businesgractices

FM practices and systems are vital fahel OCAT EUAOET 1T O O1 AA AT i
knowledge-oriented markets in which knowledge can be considered as a
commodity (Akhavan and Pezeshkan2014; Lindén, 2015). FM is a continuous

process, not a project with an ending period. Therefore, companies should adjust

and monitor their resources (assets) and processes (capabilities) on continuous
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manner. In order to understand how FM can be improve@nd/ or implemented, one
must understand the current situation in which company needs and resources are
evaluated (Aujirapongpanin et al., 2010 Seo et al., 2010)The airrent situation is
evaluated from macroto micro level questions, such as) what is our business goal?
i) what are the need of our employees or consumers?ii) what types of systems
we are currently using and are theresome limitations?; iv) where are the files

stored?, v) who has access to whicffiles?, and so forth (Lindén, 2015, p 33-43).

In addition to planned FM improvement processesbusinesses also need to be agile
and have an ability to adapt their FM practices in cases of unexpected or
uncontrollable events, such as natural disastsror geopolitical events Agility is all
about reacing to changeswhether they are expected or unexpectedandto which
businesses should havean ability to adapt in a timely and adequate manner.
However, changingthe whole information system infrastructure from financial and
operational perspective is cofly and takes time, whether the need is planned or
unexpected (Seo et al., 2010)Therefore, Verstraete (2004) suggestthat business
agility from system perspective could be improved with minimum effort, cost and
risk if companies would evaluate the impat of smaller system components rather

than trying to replace the whole systenmat once

Developing or improving FM is not a straightforward procesand there are many
different process flow descriptions in the literature.Lindén (2015, p.18-19) suggest
the following: G\lthough the fluency and sensiblenessnairk for knowledgeworkers
is admirable, business performancas usually the main driver in information
management initiatives Performance in businesses are measured in numb@rs
However, it is important to understand that the financial benefits of FM are not
always clearly measurable since the development initiativeare linked to different

processes.e.people and systen(Lindén, 2015; Seo et al 2010).

2.5.1Hle usageand activities

While FM encompasses so much more than working with files or FMS, the core
functionality of this researchisnotonlyOEA &- 38 AAEI EOQU O1T 0OOT ¢
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also a collection of functions that user can be performed with the files. As stated, the
typical requirements and functions of theFMSis the ability of users to create, store,

open and use, share, archive amdisposefiles (Stallings 2012, p. 524).

M-FilA 06 O O O Acbhductedmithusi@all to large businesses, global to national

level, with responses from 1,500 office workers found that nearly half of the
employees reported experiencing challenges in finding needed informationin

addition, 83% reported creating a newfile completely because they were unable to

find it on the corporate network. As the Candence Group (2006) outlinesO7 Al 1
designed classification system allows users to have better and quicker access to
information; resulting in greater pi AOAOEOEOU AT A ABcOrtinlgAcO O A A
Lindén (2015) productivity, and possible even job satisfaction, increases when
knowledge-worker is able to perform a greater number of work task per day due to

an ability to access relevant information quickly. Of course, other external
(organizational) factors, such as atmosphere and leadership, influence knowledge

x| OEAOO8 ET A OAOEOAZAAAOQEI] les whd dke saxidfiedmittO i AT A
their work are 25% more productive than those who are not satisfied. Lindén

(2015) argues that a well designed and implemented FM practices are an important

part of these external factors that influence employees job satisfactionVhen
employees feel that they have control over their work tasks, productivity increases,

thus it increases the amount/number of work tasks finalized (seerigure 12),

whereas poor FM practices reducesthe productivity and decrease the
amount/number of work tasks completed It also increases the risk of using and

sharing false/outdated information which can cause additional unfavorable costs to

the company.
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Figure 12 Relationship between performance and FM (Lindén 2015, p. 22)
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Lindén (2015, p.25) reminds us that companies that are successful in terms of
profit, do not necessarily managénformation efficiently. Some companies just can
afford to pay for nonproductive work in which people use comparatively high
amount of time looking for an information that they need.In the worst-case
scenario, they interrupt a colleague by asking for hpl to find this piece of

information, resulting in two employees being less productive (Lindén 2015, p. 25).

2.5.20perating environment

In the digital society new ICT (information communication technology)ools are
constantly being developed in addition to FM systems. Hendbg requirements for
information managementhas changed from the pastAs- T EEOA 08 O4)j ¢ mp X
states: O# 1 1 | O1 EAAQOET T O EAOGA AAAT T A 1T AOO AAT
O E O OKokkIhas eherefore become increasingly a thing you do rather than a place

you go, and kusiness processes are being influenced by the nature of the work, tools

being usedand aninformation flow between relevant stakeholders.

According to Lindén (2015, p.73) work in the modern businesses is performed with

the following terms:

9 Information needs to be accessed with different devices
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Information needs to be available around the clock

Information needs to be available no matter of end OA O3 On 1 T AAOQE
Same information needs to be reviewed with different systems

Information needs to be accesses no matter the language of the content

=A =4 -4 -9

M-& E 1 (2009 study also supports the needs of the modern workers. The vast
majority (81%) of the respondents reported that they need to access corporate files
with mobile devicesand only 38% of these respondents reported that it is quick and
easy to find needed information with a mobile device. One of the challenges with
mobile devices was also the ability to edit ortsare files(M-Files2019). Businesses
therefore, do not only need to beproactive on acquiring and keepimg their
information sources upto-date but also havenimble operating structures that
allows them to react to these changed needs of modemorkers (Seo et al. 2010)
Furthermore, Seo et al. (2010) sednformation systems as one of thepillars
supporting organization practices while generating competitive advantage Thus,
information systemsshould not be treated as independenbbjects but aspart of the

operational processes just like employees.

2.5.3File management systems

In addition to systems functionalities,FM gives better premises for companies to
respond compliance request, maintain information security and comply with
regulations. For instance, retention and disposition scheduling is easier when
similar files are grouped together(Smallwood, 2013, p.11). For instance,General
Data Privacy Regulation (GDPR) states that companies need to protect all the
personal data, aml they are obligated to communicate to which purposes and for
how long the personal data will be used (European Commission, 2018 Article 25,
Data protection by design and by default). Depending on the OS, files can be
scheduled for destruction after a cerdin period. Either they are dsposed
automatically, or the destruction needs to be approved or denied separately. Who
has access to the personal information is also covered by the regulation, which can

be controlled by using for example, NTFS permissions.
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In addition to dealing with growing amount of information and the dilemma of
classifying it, the additional issue is thegrowing number of different systemsand
repositories. Even though from a holistic perspective they all aim to aid and
streamline the information management processs each system isspecialized to
manage a specific type of information. Examples such ,a€RM (customer
relationship managemenj, ERP (enterprise resource planning) or CLMcéntract
lifecycle managemen) (Lindén, 2015 p.44). In addition to that companies have
traditional FMS such as File Explorer but alscoud based systems such as OneDrive
or Dropbox (Moran, 2015). List of sydems is long, and despite ofthe integration
possibilities, having information scattered across a variety of systemisas several

implications.

According to M-Files study (2019):

1 on average each organization has 4 different repositories to store and manage
information

1 69% store and manage documents in their email inbox, 55% rely on shared

network drives, and 24% use document management system.

In addition, 91% agreed that their job would be easier if they could quickly find and
access the most current version of a documemtithout having to worry about which

system or repository it resides in Although the user experience of the systems is
admirable, securityand risk minimization should be considered as vital part of FM
approaches.All in all, part of FM initiative is togive better premises businesseso

have trusted and reliable information available, which consequently allows enrd
users to make decisions with more confidenceand to comply with compliance and

regulation aspects.
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3 Research Method

Broadly speaking, there are two most frequent research methods referred in the
literature , quantitative research and qualitative research (Adams et al., 2014, §).
These methods do not conflict with each other. In fact, they complement each other.
For instance,numbers can add more insights, texture and context to the qualitative
data. Qualitative research on the one handattempts to understand motives and
DOl AT AT O T £ EOI AT AAEAOEIT O OEOIT OCE AT AI U
lived experiences of the evet. A quantitative research on the other hand is useful
for developing and employing numerical models and confirming theories and/or
hypotheses. Thus, quantitative research is expressed in numbers and graphs
whereas qualitative research is primarily donein non-quantitative characters and
expressed in words Adams et al., 2014Saldana, 2011SurveyMonkey,2019). Same
data collection methods {.e. surveys and interviews) can be used for both,
quantitative and qualitative approaches. The importance is tonderstand which
method allows researcher to answer designed researched questions (Saldana,
2011).

This thesis has addressed the importance of file management, methods, best
practices and technologies. The primary objective of the research is to provide
recommendations as tdhow to improve existing file management practices from the
current state in the CCXThis can be done [ examining the current state and
maturity of the FM in the CCXDescriptive researchwas chosen to this thesiswhich

is a quantitative research method that attempts to collect quantifiable information

to be used for statistical analysis of the population samplé is primarily concerned
xEOE AZ£ET AET C 100 OxEAO ®@kyoda caiaidghdnGmedvr AT O
occurs (Adams etal., 2014 Bhat, 2019). There are several advantages of using
descriptive research For examplej) there are threedistinctive methods that can be
used toconduct descriptive research observational method, case study method and
survey research, ii) datacan be collected in both qualitative and quantitative
manner which gives better premisesto have a holistic understanding of the topic,
iii) data can be collected irthe natural environment of the respondents whichcan

increase the quality of the dataiv) data collectionmethods arequick and cheap to

33



Mariel Saretsdo

conduct, and lastly v)if the samplerepresents a larger population it is easy tomake
decisions on the basis of the statistical analysis of that dat@he study group and

data collectionmethod are further explained inthe following sections.

3.1. Study group

As stated, thecase company in this thesis, i.€CX has requested to stay anonymous.
The scope of the study focused on the CBU located in Finland which has 20
employees. Half of the employees wéras a Product Specialistand are part of the
sales function. Sales people mostly operate on the field, havifareto-face F2F)
meetings with their customers around the Finland. On average, they have one office
day per week for administrative and sales preparation related tasks that they do
remotely at home. The aher half of the employees are officdbased colleagues,
which consig of marketing, sales and other administrative support functions. Office
based employees mainly operate at the office, but like with sales, they have a
possibility to work remotely from home. CCX has provided tablets to the whole sales
team whereas the ofice-based employees use laptops, but tablets can be requested
if needed for the job. Based on the background information, the main reason for
having tablet as a main tool for sales people is that sales materials are more
convenient to be presented via taldt when visiting customers. Based on sales
DAT Pl A8 O 1 AAdsles piedeididhg eadf Behipds, etc.) displayed and

shared during customer visits are mainly provided by marketeers.

The CCX uses collective file management (File Explorer),vmich they have their

own country specific folder FI with subfolders dedicated to specific business
functions such as sales, marketing, commercial leadership, and so forth. Access
OECEOO O OEA £ 1 AAOO EAOA AAAT «pedplel AAC
can access sales folder and marketing people has access to marketing folder. In
AAAEOEI T h OEA ##8 EAO 11T A ETETOI U OEAOAA
are relevant to the whole organization, meaning all the employees in the CBU has
access to the folder. As mentioned, CCX is a part of the Nordic cluster. Thus, some
folders and files are being shared across the CBUs. For example, marketing materials

used by all Nordic countries are stored in a dedicated marketing folderi.¢.
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marketing Nordics) whereas local marketing materials are stored under the local

folder (i.e.marketing Finland). Country specific marketing folder is accessible only

Al O | AOEAOGAAOO 1 PAOAOGET ¢ ET OEAO #"5 xEA
all the marketeers across the CBUSs. In addition to File Explorer, everyone has their

own personal OneDrive that has been appointed to be used for personal files.

It is important to note that this research is very specific to the CCX. Also, the study

group isrelatively small. Thus, findings will not be possible to be generalizeahich

was one of the possible advantages of usimgscriptive researchmethod. However,

as Saldana et al. (2011, g4) highlights: OOEA Ai 1T 61 6 1T £ OEA PAOO
can dend on many factors, but as long as researchers have sufficient interview data,
xEAOEAO EO EO £O0Ti1T T1TTA PAOOIT TO OxAl OUh
Considering the number of employees (N = 20) working at the case company, the
chosenmethodological approach deems to be appropriatelhe chosendescriptive

research method and study group should be sufficient to examine and analyze the

current state of FM practicesn the CCX.

3.2.Data collection method

The data collection has beerconducted viaan e-survey which is one of the data
collection methods indescriptive research According to Adams et al. (2014, 1.27)
the survey process begins with the design planning in which purpose, delivery
method and a samfe selection is done. The actual layout of the survey includes
writing the questions. The general design principle of the survey is to keep it clear
and short, ask only relevant unambiguous question and to use scales that are all

going one way. In additionto these, the return mechanism should be simple.

The survey had totalof 16 questionswhich can be found in Apendix 1. Questions
were formulated based on thetheoretical framework that comprised different
activities that users can performed withfiles. AsLindén (2015) suggests, the grrent
situation in the company can beevaluated from macro to micro level questionsuch
as who is using the files, what are the needs of usease there some limitations and

so forth.
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The survey consisted of bothone open and closedended questions, and 15 of the

questions had pre-defined options that are measurablewith Nominal and Ordinal
ScalesAsLindén (2015, p.18-19) stated,business performance is usually measured

in numbers, and it is the main driver of FM initiatives. However, the financial

benefits of FM are not always clearly measurable since tlievelopment initiatives

are linked to different processes i.e. people and system. Numbers can add more
insights, texture and context to thequalitative data (Adams al., 2014, p6), and

therefore the motivation to usequestionsOOAE A O OEIl x [ OAES6 xA O/
measurements to specific problem or opportunity One open endedjuestion in the

end allowed respondents to describe issues and/ostate their feelingsrelated to

existing FM practices within the CCX

Adams et al. (2014, p127) suggest piloing the survey before administering the
actual survey. This is done to ensure that the survey is cleand free of ambiguous
expressionsto respondents and to see if something needs to be adjusted in order it
to be completed the way intended. Wyatt (2000) also pinpoints this by stating that
one downside of conducting survey electronically is that it does not leave much
room for asking questionsin case the research questions are not clear to the
respondent. To avoid suctproblem, the survey questions were piloted and sent to
two mangers to review. Feedback such as, was the questions easy to understand,
were they in a logical order and how long @i the completion of the survey take were
asked. Based on the feedbadkom the Sales and Marketing Managetwo answer

options were adjusted.

The survey was done viatool called Lyyti. The link to the survey was sent via email
to the whole staff in CCXconsisting total of 20 people. The email contained details,
such as, responses will be given in anonymous manner, estimated time for the
completion, device that can be used, and wished date for the completion. Wyatt
(2000) pinpoints additional advantagesand disadvantages with such approach. On
one hand, data collection in electronic format, makes analyzing faster and cheaper
than; for instance, with traditional mailed paper-based surveys. Also, it allows
respondents to choose time and place when it is gable to answer the survey. On

the other hand, the results may be threatened in case the survey link is open to
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public or if the system has an errorThe link to the questionnaire was open meaning
that other people could have responded to the survey inase they would have
received the link. The riskfor this to happenin this research was relatively small
since the scope of the study was very small but also the questions were tailored to
this specific study scope. Hence, the risk of receiving answers iincother than study
group was relatively small. In regard to technical issues, one respondent did report
the survey to freeze right before sending the results. Reason for the error was not

investigated further, and the respondent completed the survey agasuccessfully.
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4 Data analysig current state

In this section, the collected datahrough the survey will be examined.Data will be
presented and analyzedn different themes. Meaning that questions that address
the same topic, and/or theintention, are grouped together.Each question and the
theme of the grouped questions will be presentedsraphics will bedisplayed, which
allow the reader to visualize captured data easilyAs stated, all the data examined
in this section isanonymous. Cllected data is based on the subjective experience of
the respondents. Thus even the quantitative results are estimations rather than

numerical dataderived, for examplefrom the FM system.

4.1.Usersand file usage

Asstated,the study group consisted total of 20espondents The response rate was
95%, meaning thattotal of 19 responses were received. Since theOZ employees
are roughly categorized into two groups: sales and officehe intention of the first
two basic questilns were to find out if there will be deviations in some of the

answersdepending oni T Aefh@oyment period and/or main device being used
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Figure 13 Employment period

How long have you been in the company?

Vastauksia
-

under 1 year 1-5 years 6-10 years over 10 years

As seen inFigure 13, 8 employees (42%) hae been in the companyfor 1-5 years, 6
(32%) have been 610 years, and 5 (26%) hae beenin the company forover 10

years.

Figure 14 Main work device

I mainly work with

10

Vastauksia

Laptop/PC Tablet/iPad

The =cond question shows that 8 employees (42%) reported to use tablet/d& as
a main device whereas 11 employees (58%) reported to use laptop/PCsee Figure

14.
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Figure 15 Main activity with files

I mainly:

Vastauksia

create and/or modify existing files use files created by others (files that ...

Answers addressing the main activity with the files are fairly distributedA total of
10 employees (53%) have stated to mainly use files created by others (files that are
ready to be used/shared) whereas 9 employees (47%) mainly create and/or modify

existing files, see Figure 15

Figure 16 Activity with files vs. deice

I mainly:

use files created by others (files that are ready to be used/shared) create and/or modify existing files

mTablefiPad mLaptop/PC

More relevant information can be discovered by comparing theevice being used

and the main activity.Figure 16 illustrates that 70% of total responses for the option
OO0OOA E£EI AO AOAAOAA AU 1 OEA Quhéreas |Apdf/PCCE OAT
OOAOO OOAOGAA OF 1T AETT U OAOAAOA AT ATT O 11
89%.
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4.2 .File search

Questionsand answersillustrated in this section were askedto find out factors

related to a file search process.

Figure 17 Biggest challenges when searching a needed file

What are your biggest pain points when searching a needed file? You can choose many B e 2

10

8

a

Vastauksia

The intention of this question was to allow respondents to definghe biggest pain
points when it comes to searching a needed file. Respondents werdoaled to
chooseseveral replies (see Figure 17)The two biggest pain points with a total of 9
OAODPT 1T OAO xAOAd O) Ai 11060 OOOA EIT xEEA
OOOOAOO0OA ET ' 3EAOCAT/ITASOEOA EO 1 tidatel T ¢
Al AAOT U xEAO OetArd Bggéstpaitpoint Nith toal@08 8espbrises
xAO OAl AOGAA O1 OEA OUOOAI 4 O) Al idloc& 000/
0O#h &EI A %@bl 1 OAO j! 3EAOAQh /respopsoEnerdh Al
CEOAT O1 OEA O1 AAOOGAET OU 1T &£ OEA EEI A ) |

challenges in accessing file (Accessing file requires the Interneffhere was an

E
E /

option where respondents could specify other pain points and consisted the
AEl11TxET ¢ AT OxAOd O) AT 180 O0AndBEI A AhdDI8
This latter system called Showell is a sales presentation content management

system that contains all the sales related materials.
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Figure 18 Pain points when searching a needed file vs. device

What are your biggest pain points when searching a needed file? You can choose many

B Tablet/iPad M Laptop/PC
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located (i.e. local PC,
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I'm not sure in which
There are several
versions of one file,
and | don't know which
Accessing file requires

A comparison betweenthe device being used an® A OB | T gekdptdo @ what

are the biggest pain points when searching a needed filgillustrated in Figure 18.

The biggest deviations seemedtob&1 O) 61 116 OOOA EI xEE
1T AAOAA G 87,5% bf the &l Br&viter were given by laptop/PC user. Over half

of the responses, 67% related to unclear folder structure or file name were given by
laptop/PC users as well. Uncertainty aboubaving the latest file has the ratio of 71%
laptop/PC versus 29% table/iPad.The majority of the respondents that identified
uncertainty about the file as a pain point are actually employees that mainly create

and/or modify existing files (laptop/PC users). The two biggest challenges for
tablet/iPad users compared to laptop/PC userswerg0. 1 O AAET ¢ AAT A O

~

xEOE OEA AAOEAAG AT A O! AAA«ebguteq8 £ET1 A OAN
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Figure 19 Time used on a daily basito find a needed file

Estimate how much time do you use on daily basis to find a needed file

Vastauksia
B

0-5min 5-10min 10-15 min Over 15 min

Estimations between daily time spend to find a needed file is distributed equally
between 510min and 10-15min, with total of 7 responses in each (37%)A total of

4 employees stated (21%) to spend less than 5 minutes per day, and lastly, one
employee (5%) estimated to spend over 15 minutes per dayo find a needed file,

see Figure 19

Figure 20 Time used on a daily basis to find a needed file vs. employment period and device

Estimate how much time do you use on daily basis to find a needed file

8 8
7 7
6 6
5 5
4 4
3 3
2 2
1 1
0 ool . 100%

= = £ = c £ = £

s § EE S S

s = 4 4 o - s a

n =] v " & =

- > - g

o o

M 1-5years M6-10years Mover l0years M Tablet/iPad M Laptop/PC

In Figure 20, the left columns illustrate the deviatbns in answers between

employment period andthe right column the device being usedThe enployment
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period comparison indicates that the longer employee has been in the company the
more time they spend on finding a needed file. For instance, total of 75% the
answers stating to spent 85 minutes per day to find a needed file was given by
employees that have been in the company less than 6 years whereas 42,9% of total
answer to spent 1015 minutes was given by employees that have been in the

company over D years.

The trend between the device comparison is that 71% of the total answers stating
to spent 510 minutes per day were given by the laptop/PC users whereas 57% of
the total answers stating to spent 1615 minutes were given the tablet/iPad users.

The highest estimation of daily spend (over 15 minutes) was given by an employee

who has been in the company between-&0 years and who uses laptop/PC.

Figure 21 Main method to search a file in File Explorer

How do you mainly search files in the File Explorer (AMNShare)? You can choose multiple L e 2

M0

Vastaulksia

[="
'/,j.

In the question illustrated in the Figure 21, the respondents were allowed to choose
multiple answers. Surfing through the taxonomy and/or different folders received
the most responses, total of 16, whereas the second most often used method to use
search function received total of 13 responss.A total of 7 responses were also given
to the option of askinga colleague to share the file/file location. This question was
specific tothe search method in File Explorer, thus comparison between device or

employment period is not relevant.
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Figure 22 Estimation of frequency to ask colleague to share a file location or a file

Estimate how often do you ask your colleague to share a file location or file with you?

WVastauksia

]

10
8
6
4

Daily basis Weekly basis Monthly basis Yearly basis Never
Considering the frequency to ask a colleague to share a file location or a file was
asked separatelyA total of 6 employees (32%) estimated to practie this on a daily
or a weekly basis. The most common estimatavith a total of 11 answers (58%)
was to practice this on a monthly basis. Only two employees out thfe total group

(10%) estimated to practice this rarely (yearly) or never see Figure 22

4 .3.File retention

The following questions aimed to gain an understanding of actions relatetb

storing, archiving and preserving files.
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Figure 23 Uncertainty about the file

Estimate how often do you feel that you don't know if you have the latest version of the file?

Vastauksia

Daily basis Weekly basis Monthly basis Yearly basis Never

Only three employees out ofthe total group (15,5%) estimated to experience
uncertainty about the file version rarely (yearly) or never. The most common
estimate with atotal of 10 answers (52,5%) was to practice this on a monthly basis,
and 6 employees (2%) estimated to experience uncertainty about the file version

on a dailyor a weekly basis. Answers between the device being used or employment

period did not bring any deviation, see Figure 23

Figure 24 Uncertainty about the fie vs. employment period and device

Estimate how often do you feel that you don't know if you have the latest version of the file?

12 12
10 10
8 8
6 6
4 4

‘B B
s - o 0%

Daily
Weekly
Manhtly
Yearly
MNever
Daily

kly
Manthly
Yearly
Never

Wee

B under 1year W1-5years BM6-10 years M over 10years mTablet/iPad M Laptop/PC

The left column in Figure 24 illustrates the deviations in the answers between

employee period andthe right column the device being usedThe enployment
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period comparison does not indicate any meaningful deviation®Over half of the
answers in feeling uncertainty weekly or monthly was given by laptop/PC user The

answers of the ablet/iPad userswere in general fairly equally distributed.

Figure 25 Main location to store files

Where do you primarily store your files?

Vastauksia

Desktop / own device File Explorer [AShare) OneDrive Other, please specify

The most @mmon locations to store files are desktop/own device witha total of 9
responses (47%) or OneDrive withatotal of 8 responses (42%). Only one employee

stated to use File Explorer and oneother, please specify option, consisted the
following answer: OAT AET AT AT1T O sedFgke»5ET OEA EO0AAS

Figure 26 Main location to store filews. device

Where do you primarily store your hles?
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As Figure 26 illustrates, there were no meaningful deviations between the device

being used and its perception of main location to store files.

Figure 27 Estimation of frequency to delete created/used files

Based on the answers illustrated irFigure 27, deleting created/used filesis fairly
distributed among the employees. Only three employees statelat they delete files
on a weekly basis The most common frequency among the respondents was to
delete filesmonthly (total of 6 employees) or yearly (total of 7 employees). Lastly,
three employees reported not to practice deleting files at all. This question was
specific to file retention, thus comparison between device or employment period is

not relevant.

4.4. File sharing

The questions in this section intended to understand how files are being shared
within the CCXwhy files are being shared, what are the preferred methods and how

often files are being shared.

48









































https://www.huridocs.org/2016/07/file-naming-conventions-why-you-want-them-and-how-to-create-them/
https://www.huridocs.org/2016/07/file-naming-conventions-why-you-want-them-and-how-to-create-them/
https://www.questionpro.com/blog/descriptive-research/
https://imergeconsulting.com/introduction-classification-taxonomy-file-plans-foundational-elements-information-governance-part-2/
https://imergeconsulting.com/introduction-classification-taxonomy-file-plans-foundational-elements-information-governance-part-2/
https://techterms.com/
https://techterms.com/
https://www.computerhope.com/jargon/f/fileext.htm



https://www.ifla.org/best-practice-for-national-bibliographic-agencies-in-a-digital-age/node/9042
https://www.ifla.org/best-practice-for-national-bibliographic-agencies-in-a-digital-age/node/9042
https://www.academia.edu/13735672/EXAMINE_VARIOUS_FILING_AND_CLASSIFICATION_SYSTEMS_THAT_ARE_OPERATIONALIZED_IN_INSTITUTIONS
https://www.academia.edu/13735672/EXAMINE_VARIOUS_FILING_AND_CLASSIFICATION_SYSTEMS_THAT_ARE_OPERATIONALIZED_IN_INSTITUTIONS
https://www.m-files.com/fi/whitepaper-2019-intelligent-information-management-benchmark
https://www.m-files.com/fi/whitepaper-2019-intelligent-information-management-benchmark
https://www.microsoft.com/
https://www.reference.com/technology/definition-file-management-b964eb8adb7dfa5a
https://www.reference.com/technology/definition-file-management-b964eb8adb7dfa5a



http://data.europa.eu/eli/reg/2016/679/2016-05-04
http://gs.statcounter.com/os-market-share/desktop/worldwide/#monthly-201711-201711-bar
http://gs.statcounter.com/os-market-share/desktop/worldwide/#monthly-201711-201711-bar
https://www.surveymonkey.com/
http://www.loc.gov/aba/cataloging/classification/



https://academic.oup.com/jamia/article-abstract/7/4/426/714361













