
 

Business Document Management for Metal Service Centers 

 

If you’ve ever spent hours (or even minutes) looking or waiting for the critical document needed to 

complete the task at hand (e.g. get the order, place an order, provide some customer service, etc.), 

you’ve probably thought there has to be a better way to handle the documents typically required to 

transact business.  For most metal centers, efficiently creating, archiving, and transmitting these 

documents to business partners often presents significant challenges.  Fortunately, recent 

document management software applications can offer flexible solutions for managing the 

business critical documents that are created by your company internally (e.g. invoices, shippers, 

etc.), in addition to those generated by your business partners externally (e.g. supplier invoices, 

customer purchase orders, part drawings, etc.). 

 

Starting with the creation of an internal document via an “order” entry program, current software 

may offer the ability to print the document using laser printers and transmit a professional looking 

form via the user’s desired method….typically print, fax or email.  Emails can be sent via an 

interface between the business software and an email client (e.g. MS Office), with the document 

attached as an industry standard PDF file, looking just like a pre-printed form.  The best of these 

software applications provide the ability to generate and transmit the documents as needed “on the 

fly”, directly from within the business application.  The documents do not have to be saved, then 

retrieved by some other program, converted to the appropriate format, and then manually attached 

in a fax or email application. 

 

In addition, today’s document management systems will not only simplify the creation and 

transmission of documents, but can also manage what forms go where, how they get there, and 

how and if they get archived.  For example, say a sales order is generated with 3 line items, one 

that is to be saw cut, one that can just be pulled from stock, and one that needs to be bought 

out….several “forms” events need to happen.  For instance, automatically an Order Confirmation 

gets emailed to your customer; 3 pick tickets print to different laser printers (one in the cutting bay, 

one in receiving and one in shipping); and a Purchase Order gets faxed to your vendor.  Also, 

copies of the Sales Order could also print in the sales office and in traffic for reference.  Other 



examples might include whenever a quotation is emailed or faxed to a customer, another copy is 

automatically emailed to an outside salesperson; or Material Test Reports could be printed 

automatically when a shipper and invoice prints, so copies can go with the truck as well as with the 

invoice in the mail. 

 

Integrated document solutions may also offer electronic archiving of any and all forms, reports or 

documents utilized throughout the organization.  Externally created documents, e.g. customer part 

drawings, vendor invoices, signed delivery receipts, contracts, internal procedure documents, 

credit applications, etc., are typically stored via scanning or imported directly if the document is 

available to your workstation, (e.g. part drawings that are emailed to you).  The internally 

generated documents already discussed can be automatically archived as they are created.  As 

the documents are stored, they are indexed to a key field in a file, so they become available to be 

viewed, printed or emailed as needed, via something like a “hotkey” or button in the business 

application.  In the Sales Order scenario mentioned earlier, all of the system-generated documents 

would be automatically archived and indexed to the Sales Order and/or customer number, along 

with the scanned customer Purchase Order and signed Delivery Receipt.  Barcodes can be used 

to archive the signed delivery receipts when they are brought back by the driver….just set them in 

the scanner and the software will archive them in a batch.  Other examples might be vendor 

invoices linked to wherever the vendor number or invoice number is displayed or a customer part 

drawing to a particular quote number or to a customer part number, so whenever either of those 

fields is displayed, the drawing would be available.  Typically, any document type that is supported 

by the software on a workstation can be archived, including .tiff, .xls, .doc, .dwg, PDF, and more. 

 

One other potential function of a comprehensive system is the ability to integrate with your website, 

providing opportunity for your customers to request a document (invoice, MTR, etc.) and download 

it or have it automatically emailed.   

 

Finally, a word about the costs and ROI proposition of a document management solution.  Of 

course there are initial costs in the software, training and forms setup.   In addition, there may be 

storage considerations for archiving the documents.  But on the savings side of the equation, the 

industry average is less than $.02 per page for a laser printed form, so a 3-4 part form would run 

an estimated $.06-.08 each, instead of the $.25-35 each for some pre-printed forms.  This is just 

one area of potential significant hard-cost savings.  In addition, when properly integrated, a 



comprehensive document management system can streamline the transmission of documents to 

business partners, improve customer service, provide mission critical information quickly (no 

digging in file cabinets for misfiled documents), and reduce your overall paper handling 

requirements.  These benefits often result in significant soft-cost savings, and in combination with 

the typical hard-cost savings, offer an ROI measured in months, not years.  So go ahead and 

chuck the file cabinets (at least most of them), and start enjoying the benefits of an automated 

document management solution. 


