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COURSE INTRODUCTION / OVERVIEW:

The transition to a paperless environment represents a pivotal strategic shift for modern engineering firms, moving
beyond simple document scanning to a complete digital transformation of workflows and data management. This course
provides a comprehensive roadmap for successfully implementing a paperless engineering office, addressing the core
challenges of data integrity, security, and process re-engineering. We will explore the principles of effective engineering
document management, drawing on concepts of information flow optimization as discussed by authorities like David C.
Ullman in his seminal work, "The Mechanical Design Process". Participants will learn to navigate the complexities of
selecting and deploying appropriate technologies, from Document Management Systems (DMS) to cloud collaboration
platforms, while ensuring regulatory compliance and data security. BIG BEN Training Center has designed this program to
be intensely practical, focusing on creating efficient, automated, and collaborative digital workflows that reduce
operational costs, minimize errors, and accelerate project delivery timelines. This training moves past theoretical benefits
to provide actionable strategies for managing the human side of change, ensuring a smooth and sustainable adoption of
paperless processes across all engineering disciplines and departments, ultimately fostering a more agile and competitive

organization.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Engineering Managers and Department Heads.

e Project Managers and Project Engineers.

e Document Controllers and Administrators.

e CAD Managers and BIM Coordinators.

o |IT Managers and Systems Analysts supporting engineering teams.
e Quality Assurance and Control Professionals.

e Operations Managers and Directors.

e Consulting Engineers and Technical Leads.
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TARGET SECTORS AND INDUSTRIES:

e Construction and Civil Engineering.

Manufacturing and Industrial Production.

Aerospace and Defense.

0il, Gas, and Energy Sector.

Architectural and Design Firms.

Utilities and Telecommunications.

Governmental bodies and Public Works agencies.

Pharmaceutical and Process Engineering.

TARGET ORGANIZATIONS DEPARTMENTS:

e Engineering and Design Departments.

e Project Management Office (PMO).

e Information Technology (IT) Department.

e Document Control and Records Management.
e Quality Assurance and Quality Control (QA/QC).
e Contracts and Procurement.

e Operations and Maintenance.

e Research and Development (R&D).
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COURSE OFFERINGS:

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

e Develop a strategic roadmap for a phased transition to a paperless office.

Evaluate and select the most suitable document management systems (DMS) and digital tools.
e Redesign and optimize engineering workflows for a fully digital environment.

e Implement robust data security protocols and disaster recovery plans for digital assets.

e Manage digital project documentation from creation to archival.

e Lead change management initiatives to ensure user adoption and overcome resistance.

e Ensure compliance with industry standards and legal requirements for electronic records.

o Integrate paperless systems with existing engineering software like CAD and BIM.

e Measure the return on investment (ROI) of a paperless initiative.

e Establish best practices for digital collaboration among project teams.

COURSE METHODOLOGY:

The training methodology employed by BIG BEN Training Center is designed to be immersive, interactive, and highly
practical, ensuring that participants can apply their learning directly to their organizational context. The course moves
beyond traditional lectures to incorporate a blend of expert-led instruction, real-world case study analysis, and
collaborative group workshops. Participants will engage in hands-on exercises where they will map existing paper-based
workflows and redesign them for a digital environment. Interactive sessions will facilitate discussions on the challenges of
technology selection and implementation, allowing for peer-to-peer learning and problem-solving. We will utilize
simulations of project scenarios to practice managing digital documentation and enforcing version control. A significant
emphasis is placed on strategic thinking and planning, with dedicated modules on developing implementation roadmaps
and change management strategies. Our instructors foster a dynamic learning environment where feedback is continuous,
encouraging participants to share their unique challenges and develop tailored solutions throughout the five-day
program. This blended approach ensures a deep understanding of both the technological and human factors critical to a

successful paperless transition.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE FOUNDATIONS OF THE PAPERLESS ENGINEERING OFFICE

The Case for Digital Transformation in Engineering.

Defining the Paperless Office: Myths vs. Reality.

Assessing Your Organization's Digital Maturity.

Calculating the ROI: Hard and Soft Benefits of Going Paperless.

Identifying Key Challenges and Risks in the Transition.

Understanding Industry Standards for Electronic Documentation (e.g., ISO 19650).

The Role of a Digital Transformation Champion and Team.

UNIT TWO CORE TECHNOLOGIES AND DIGITAL TOOLS

Comprehensive Overview of Document Management Systems (DMS).

Criteria for Selecting the Right DMS for Engineering Needs.

Cloud-Based vs. On-Premise Solutions: A Comparative Analysis.

High-Volume Scanning, OCR, and Intelligent Data Capture Technologies.

Digital Signature and Electronic Approval Workflow Tools.

Collaboration Platforms for Remote and Dispersed Engineering Teams.

Version Control and Revision Management Best Practices.

UNIT THREE REDESIGNING ENGINEERING WORKFLOWS

Mapping and Analyzing Current Paper-Based Processes.

Identifying Bottlenecks and Inefficiencies in Information Flow.

Designing Standardized Digital Workflows for Submittals and Transmittals.

Automating Routine Tasks: From Drawing Approval to Request for Information (RFI).

Integrating Digital Workflows with CAD, BIM, and ERP Systems.

Developing a Naming Convention and Metadata Strategy for Digital Assets.

Managing Engineering Change Orders (ECOs) in a Digital Environment.
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UNIT FOUR IMPLEMENTATION STRATEGY AND CHANGE MANAGEMENT

e Developing a Phased Implementation Roadmap.

e Running a Successful Pilot Project to Build Momentum.

e Strategies for Migrating Legacy Documents and Data.

e Creating a Comprehensive Training Program for All Users.

e Overcoming Resistance to Change and Fostering User Adoption.
e Communicating the Vision and Benefits Across the Organization.

e Project Management Techniques for the Digital Transition Project.

UNIT FIVE SECURITY, COMPLIANCE, AND FUTURE-READINESS

e Implementing Robust Cybersecurity Measures for Engineering Data.

Developing Data Backup and Disaster Recovery Plans.

Ensuring Compliance with Legal and Regulatory Record-Keeping Requirements.

Long-Term Digital Archiving and Data Preservation Strategies.

Leveraging Data Analytics from Your Digital Systems for Business Insights.

The Future of the Paperless Office: Al, Machine Learning, and Digital Twins.

Establishing a Culture of Continuous Improvement for Digital Processes.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

As engineering projects become increasingly complex and data-driven, what ethical considerations must be addressed

when managing and archiving digital project data for the long term?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by adopting a holistic, strategy-first approach rather than focusing narrowly on specific
software tools. While many programs provide technical tutorials, this training emphasizes the critical, and often
overlooked, pillars of a successful digital transformation: process re-engineering and change management. We guide
participants through the strategic thinking required to redesign core engineering workflows from the ground up, ensuring
that technology serves the process, not the other way around. The curriculum is built on a foundation of practical
application, using case studies from diverse engineering sectors to illustrate both successes and failures in paperless
implementation. A significant portion of the course is dedicated to the human element providing actionable strategies for
gaining buy-in, training staff, and managing the cultural shift necessary for sustainable change. Unlike tool-centric
courses, our focus is on building transferable skills in strategic planning, systems evaluation, and workflow optimization
that empower participants to lead a successful transition regardless of the specific technologies their organization

chooses. This makes the learning more durable and universally applicable across the engineering industry.
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